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User Guide — Booking a Hotel

This guide is intended to walk an employee through the basics of how to book a hotel with SAP

Concur.

Book a Hotel

Sign into SAP Concur to access your home page. [Reference: SAP Concur User Guide — Signing In]
In the Trip search section, select the Hotel tab.
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Enter your check-in and check-out dates.
Enter your destination in the Reference Point/Zip Code search box and click the Search button.
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5.

For all hotels booked within Pennsylvania, a window will appear with a policy reminder stating “For all

Pennsylvania hotels, a Preferred Hotel must be confirmed when available, at the Commonwealth of PA rate and
within a reasonable distance to the work location.” Click the OK button to continue.
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6. The hotel selection screen consists of:

a. amap of the area; and
b. alist of available hotels with a View Rooms button.

of PA rate and within a reasonable

Review the map to ensure the location is accurate. Out-of-policy hotels will display a yellow alert icon and

business justification must be provided in order to proceed.

CHECK-IN TUE, MAR 17 - CHECK-OUT WED, MAR 18
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" 1. Days Inn by Wyndham Hershey

350 W Chocolate Ave, Hershey, PA 17033 Map i
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Proferred Hotel for Commonwealth of Pennsylvania
2, Tru by Hilton Hershey Chocolate Avenue
ilt b 4 204 Hillcrest Road, Hershey, PA 17033 Map i
1
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Preferred Hotel for Commonwesith of Pennsylvania | E-Receipt Enabled
3. Fairfield Inn & Suites Marriott

E51 W Areba Ave, Hershey, PA 17033 Map it
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Preferred Hotel for Commonwealth of Pennsybvania / E-Receipt Enabled
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5109
View Rooms
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7. Choose a preferred hotel, if available, and click the View Rooms button to see additional details such as the
available rooms, amenities, and any negotiated discounts on meals or parking. Many preferred hotels are e-
receipt enabled so the receipt will automatically populate to your expense report upon checkout.

2. Tru by Hilton Hershey Chocolate Avenue £99

204 Hillcrest Road, Hershey, PA 17033 Mapit
¥ 0.65 miles *

Per dbern Benits: Mar 17-Mar 18: 117

Preferred Hotel for Commonwealth of Pennsybeania / E-Receipt Enable: Hotel details

8. Click the Total Cost button next to the Commonwealth of Pennsylvania room type.

2. Tru by Hilton Hershey Chocolate Avenue $99
204 Hillcrest Road. Hershey, PA 17033 Map it

¥ 0.65 milles 0

Per diem lmits: Mar 17-Mar 18 $117

Preferred Hotel for Commonwealth of Pennsybvania | E-Receipt Enabled Hotel dedails

Room Options

A Commonwealin Of Pennsyivania §i King Bed Hatv, Free Wi-ii, Breakiast Inclugded (Sabre) ° “ -

A Commanwealth Of Pennsyivania - 2 Queen Beds Hdlv, Free Wi-fi, Breakfast
Rudes and cancellation polcy

¥

A Commanwealth Of Pennsyivania - 1 King Mobility Accessible Roll In Shower Free Wi-
fibreaktast InCluged/Ss In Haty (Sabre) (] “

Rules and cancellation policy

9. On the Review and Reserve Hotel page:
a. Select any room preferences.
b. Review the price summary.
c. Select a payment method. If you have a Corporate Travel Credit Card, it will be prepopulated here and
will be used to reserve the room. If you do not have one, a personal credit card will need to be entered.

SAPConcur [G] =~ Tmwel | Eqense  Agp Cemer

Towsl  TripLiboary  Templsles  Toos

Review and Reserve Hotel

REVIEW HOTEL ROOM
Tru by Hitton Hershey Chocolate Avenue

Trip Summary
Hotel Selected
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PROVIDE HOTEL ROOM PREFERENCES
e comemants will b pamsed 1o the hotel
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ENTER HOTEL GUEST INFORMATION

raus tha rame bekow matches $a |0 shown on the dey of chack-n. @

[ Rt sctarwry st

Hoited Guest it | Feview ol
Mass: Wikarr Havar  Pheora: 4048851212 | sumsiriocsa gor (]

Hotil Progrim ads s Program

REVIEW PRICE SUMMARY
Description Nightly rabe Dates Total
Trus by bilton Marsiary Chocciate Avenus 000 MeriT-Maril 5600

Totsl stimated Cost: §99.00°
Total Due Now: $0.00%

P ony el kb uanged in Il url e il winy

c ) SELECT A METHOD OF PAYMENT
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d. Agree to the rate details and cancellation policy. Select the checkbox for | agree to the hotel’s rules,

restrictions, and cancellation policy and then click the Reserve Hotel and Continue button.

ACCEFT RATE DETAILS AND CANCELLATION POLICY

Fiesns revees the rete detely srd cancslshon poboy prosacked Dy the hotesl

Tru by Hilton Hershey Chooolate Avenoe Led

Plltiiehl Py Pok Pl Fubis B0 eSINobof Balong contrung
Thie heotel prowided the Sodlpwing mnformataon

RATE USD @ 00
TOTAL RATE: 100 80 USD
EXTRA PERSOMN: 54000

wgre i B homds rare sdes e, g ek, ey

Bk Reserve Hotel snd o

Review the Travel Details

1. After you completed the Review and Reserve Hotel page and click Reserve Hotel and Continue button, the

hotel is not reserved yet. Review the details on the Travel Details page.

Iravel Details

End Dwie March 25 2020

Cresied Decembar 11 JOUR WNkem Narar (Tiooias Decsmber
1", 2019

Dartiangtion (P Dordargtecs Avadaban) ©u
Agenay Record Lotator. COIE00
Frtervaten b, Willam e

Total [ vienated Covt $30680 00 U0 (e

RESERVATIONS
Tusncay, March 17, 2000

Tru by Hilton Hershey Chocolate Avenue

JUH Helerasl Fizas
Hasrabwry Pansarpbaace, 17000

s

T17-531-3400
Checking In: Tos Mar 17 Confirmeaticn: 3176530030
Reors 1. Daryn V. Chrwdy 1 Tales C oerfimra

Chechkeng Cut: Wed Mar 13

ASIPRAE WA
Coadty Made 590 00 LD ¥ o P 00 [0 WD

R Dot

Rowem Descrgaoe  Rocridlea rg oo coe Al di 1T

Spwos mming e hoeseeliesg

Canceiafon Posicp

Limrewiarion U oy aoply
hgw Caens By d P

o M W0 yrouar Minerany

TRIF OVERVIEW

| el Trig Masvs. Hobel Reservalon ol 1040 CHODOLATE WORLD A 10 your Miferary

P -y WAY, MERSHMLY, A 11000, WEA

B Saart Diabe: March 17, 2020 @ : ﬁ-w
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2. Review the Total Estimated Cost.

TOTAL ESTIMATED COST

Hotel

F93.00 LS0
Total Estimated Cost

$99.00 LEL

3. To confirm the hotel, click on the Next button.

F oy Clowe @l e PO OuT MeesryeSDe ey D Cengeliedl Rote Aoy pert 0f e Inp et o neteet perchuee of hes depowt regured wal not be
wroe e

|

Enter Additional Trip Booking Information

1. On the Trip Booking Information page, enter additional information about your trip.

a. Trip Name — the first segment searched will be pre-populated. The trip name can be changed and will
appear on your itinerary that will be sent to you.
b. Trip Description — this is an optional field.

c. Confirmation copy — this is an optional field where you can enter additional email addresses to receive a
copy of your trip confirmation. Multiple email addresses must be separated by commas.

d. With my email confirmation — this is a dropdown list to select whether you want to receive additional
information with your email confirmation, such as directions and maps to the hotel.

Trip Summary I P booking Intormation
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‘Sawd mry o ConRrTAton B
STV Pisin s
Witk g mad confemanon
rac e clirsciic e mmagen o i -

&)
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Mobe: drry part of The trip et iy inatant purchass or has deposil required will nol Be Canc
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2. Select the Next button when finished to continue to the Trip Confirmation page.
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Review the Trip Confirmation and Book the Hotel Room

1.

Review the Trip Confirmation page and finalize the purchase by clicking the Confirm Booking button.

Trip Confirmation

To COMPLETE BOCHONG, pleass press tha "Condm Booling™ Bufion aher revsewing his pegs
Te CAHCEL, poidd Bl Cafesl Bulisn

TRIP OVERVIEW

Trip Mame: liotel Ressrvation st 101 CHOCOUATE WORLD WAY, HIER SHEY, PA 17033, USA
Seart Durtw; Awech 17, 3o

Enafl Diatwr: Mawcis 18, 2020

Crnated: Disarritsar 11, 2010 Wilkien Blivar (ldeaified’ Dacembar 11, 3007080

Daserfiplion: (Mo Dadrigien Sk

Agency Record Locaior COZDOG

Reservamon for: Vellam Maver

Total Estmaied Cost: 39900 UED

Aoy M. ADTRLAV (COPA)

RESERVATIONS
Tuesday, March 17, 2020
@ Tru by Hilton Hershey Chocolate Avenue

204 Hillerail Foed
Haridwry, Farrsyhans 17033

LIS
TIT-038:3400

Cheecking bn: Toe lar 17 Confinmation: 3176530039
Rase 1, Days 1, Gesats 1 s Confirmed
Checking Qut: Wed Mar 18

dcartiaral ieformason
Ly Bade 900 00 LVED0 ot o B0 00 1LPSEH

Acom Natane
oz Lesoroson HoorDesorgbonode M30AHE
gyl mamrhone Nomsmeieg

Carssiltien Peiiey
Miurst il fiyp d Pre

TOTAL ESTIMATED COST
Hutel 599 00 LD
Tokal [ ntmted Cont 99 00 LSD

Almast done. . Please confirm iy Snerary

= e R e

2. The hotel booking is finished.

Finished!

You have successiully booked your trip!
Trip Record Locator : QECJFU

Trip on hold. Last time o send to sgency is: 1003072019 1255 am Eastem

This trip will be avtomatically canoelled if you do not complete it by that time.

This trip complies with your travel policy.

Your Bnerary has been seved.  ADTRAV (COPA) will serdics your tinerary.

Flease Nota: Fares are nol guarantesd urtl bokets &ne iRsued and ana SUDECE 10 ChEnge Withoul notics
Adrinra st ba tickated by: 107302070 12:55 s Eastern { 10202010 11:55:00 PM Cantrad |
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