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User Guide — Booking a Train (Amtrak)

This guide is intended to walk an employee through the basics of how to book Amtrak with SAP
Concur. Amtrak will be available to reserve for the Northeastern United States regional routes.

Please contact the Commonwealth Office of Travel Operations at ra-coto@pa.gov for assistance
with any routes outside of this region.

Book a Train

1. Signinto SAP Concur to access your home page. [Reference: SAP Concur User Guide — Signing In]
2. Inthe Trip search section, select the Train tab.
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3. Select one of the following Train Search options:
a. Round Trip
b. One Way
c. Multi city
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mailto:ra-coto@pa.gov

In the From field, enter your Departure City. SAP Concur will automatically search for and display a match of

train locations when you enter a city.
In the To field, enter our Arrival City.

Enter your Depart date and time and, if applicable, your Return date and time.

Select the Search button to continue.
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Round Trip One Way

From
| Harr =burg. PA
To

_Phn’.\::xlp--"m - 30th Street Station, PA

Depart

Return

Search by

: Price il

5 02)06/2020 || depart[V]||09:00 am [V

T 020052020 || depart 1] 03:00 pm iJ
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On the train selection screen, available train route options be listed based on the date and time you entered in
your search. You can select the Show all details dropdown arrow that corresponds with the route to view
additional information.

HARRISBURG TO PHILADELPHIA - 30TH STREET STATION Show a8 |US0 [V]
Trip Summary WED, FEB 5 - WED, FEB 5
@ T Hide matrix  Print f Email
-
Al Arritrak
e e Regional

Menstop 63.00

Change Train Search v | -
Shop by Fares Shop by Schedule
Depart - Wed, Feb § -~
° ® Please call an ADTRAV agent for assistance for avallability and pricang for this itinerary at 568- 530-8809.

Depat O7TSEA-10058A

Displaying: 12 out of 12 results
* ® Lo = - Commanwesith Dafault |15

Previous 12 Next | Al
Amive 0S30A-11:41 A

Return - Wed, Feb 5 A

frore 07:55a - 09:30a Direct 1h 35m poom
L4 * T Regonal 5450 04-40p Direct 1h 55m
Depart 0138 P - 0448 P .
Y ™ ;:,A"ll':'u RiF: HARRISBURG TO PHILADELPHIA - 30TH STREET
1 S

Aive 0325 P - 06:40 P
Show all details
Price A

S R e, 07:55a - 09:30a Direct 1h 35m

-
Regional - g4.355 - 03:25p Direct 1h 50m

RIOUND TRIF: HARRISEURG TO PHILADELPHIA - 30TH STREET
Depart STATION

Departure
H] Harrisburg (383 00) Show all details

Number of Siops” | Sslec: | V|

Arrival
M) pritsdethia - 30 Sweet Station (863.00

Amitrak 07:55a 09:30a Direct 1h 35m

Return - $63.00
ional " = -
Depariure Regional 03:45p - 05:30p Direct 1h 45m
&l Philadelphia - 30 Street Sation (363 00 ROUND TRIP: HARRISBURG TO PHILADELPHIA - 30TH STREET
STATION

Arrival

) Harristurg 1353.00) Show all details

To select a train, click on the button with the ticket price.

Amtrak 07:55a 09:30a Direct 1h 35m

'
Regional 01:35p - 03:25p Direct 1h 50m

ROUND TRIP: HARRISBURG TO PHILADELPHIA - 30TH STREET
STATION
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10. The Review and Reserve Train page will appear. On the review screen, you can:

a. Review the train details

b. Review the price summary

c. Select a method of payment. If you have a corporate credit card in your profile, it will default here. If you
do not have a corporate travel credit card, a personal card will need to be entered.

SAP Concur [G] = Traw

Travel Trip Library Templates Tools

. Review and Reserve Train
Tip Summary

TRAINS
0 Train Reservation
DEPART B Wed, Feb & Hidke datails. -
a Wed, Feb 5 07:55a HARRISBURG 1h 35m  Amirak Regional Train 644 4=
05:30a  PHILADELPHIA - 30TH STREET STATION
RETURN B Wed, Feb 5 Hicke details
Wed, Feb 5 01:35  PHILADELPHIA - 30TH STREET STATION ih 50m  Amirak Regional Train 645 *=

0325 HARRISEURG

ENTER PASSENGER INFORMATION

Ensurs passenger information balow is comect. i

Passenger Edil | Review al
Mame: Wiliam Mever Phone: $M5551212 | ssmvacierfoopa gov| v

Rewards Program
Ak Guest Rewards Mormiter

PROVIDE TICKET DELIVERY PREFERENCE

Wou can now expariencs betler comiort in customizing your Ambrek booking experkence. Viith our train opions, you can decids whare 10 spand or save
mianey o make your trip optimal

Tichoat Dealwery Method | Blectmnic (0007 |

REVIEW PRICE SUMMARY

Description Fare Taxes and Fees Charges
Trasn ticiost 200 0.00 300

Total Estimated Cost: $63.00
Total Due Mow: $63.00

oy weoukd you e 0 pay?

C ) SELECT A METHOD OF PAYMENT

Teat Ax |- 0000) ]| @ Edit | Add oredit cord

* indicatos credit card i a company casd

By complefing this booking, you agree o the fare nules and restrichions

11. To proceed with purchasing the ticket, click the Reserve Train and Continue button.
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Review the Travel Details

1. Once the train ticket has been reserved, you can view the details on the Travel Details page. The Amtrak
confirmation number will be displayed within the reservation section.
2. Select the Next button to continue to the Trip Booking Information page.

Trawnl

Trip Lbrary Tempicing

Trip Summary

Tonis

Travel Details

TRIF OWERVIEW

| gt “Trip e Trip froen HAR 2 PHL (1o A4 your HneTey
T Bhart Db Pty 05, 3000

O~ O

End Dofs: Fobruary 0%, 7020

Gt Moy 11, 2078, Wikam M [bafea’ Novmmoar
T, 2@

Dacorighion: (Mo Desorplon Mol atie) e,
Agenty Reeond Loastor 00 TO5- IGEC-8RL
Paccengere: Wilam Mo

Tolsl Eelmated Coct: NLO0 LISD D)

RESERVATIONS
Wisdma Cily, Fatirusry 05, 2

TOTAL ESTIMATED COST

Harrisburg, PA to Philadelphia - 20th Street Station, PA

6 Train

Fepetore S44

Desparts: 0T:56 AM
Harntag, PA
Comsibar: | hewe, 38 Torndes

Confirmstion: 445104
S (B N ATETE crecll HIA

Anrhval: J80H) AM

Poviadiop e - 38 Snad SHaen PR
Akl Rl Lt ia

Ll Comch Lirmasrax] Sca (L)

For mmerstaron wi

* Hwa :\J:I-"!I'. Pl corvad Ao Sy
1R L P |

LAGATS
Train  Philadelphia - 30th Street Station, PA to Harrisburg, PA
Heyttems 848

Departs: 01:38 PM
[ SR T LT
Damateoe | heas

Confirmaion: 4LC10A

Sk Wisilnd i1 Wil AL H, A

Arrival: 3% PM
Pt mizearr) 1008,

L Comc® Lirrsanan] Bosl i)

o Add o your Mnsrary

Train:
[E T
Iemil Eabimanes Coan

P e b W e i eaetrate ey B gaiegelieg Nale by el B e I e s aieleet ety e @ Sue el el v ed ml gl L

Latesd b
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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.
2. Select the Next button when finished to continue to the Trip Confirmation page.

Trip Booking Information
Trip Summary =

Tha fnp nama and descnplion are lor your oo KEaEng CoTimnienss
v’ Finalize Tri
l\ P Trip Hama Trip Dascripdion (sptosal)

This will apps=ar in your upcoming frip Bat ised fo kienity s p pumose

Entar Tu|1 I:nlnrmalmn Tiig oo HAR B PHL

' ) Send 2 copy of e conflerrabion to:

Send my email confimmation as
SHTML ([ Plain-bext

o may HOLD this reservation wnil: 112732099 1255 am Eastem

Please el mlcimalion abowl Ehis IFip then piess Beal 1o lnalibe youn feservalion.

[ s ore [ o i | i ]
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Review the Trip Confirmation and Purchase the Ticket

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

Trip Confirmation

Trig Marwe: Trip froms HAR bo PHL.

art Dats: Fetruary 04, 300

Erl Dafa: Feorumry 04, 2000

e Nowermor 75 7015, Wllkams Mo (LiDaPed” Moenher 38 20700
Diesariptione Mo Desoripton Al abie)

Agenay Rmscrd Lossor: COVEAT. LITK-37H

PELLANGEL il i st

Totsl Eciimeisd Coct T2 00 UE

Agenay MEsa: ADTILA (GO

Trip Surnmary
Tia COMPLETE BOCHMNG, 0 st [ress e "Confios Booking™ Bulton afer raviswing this page
@ Fiaallis TW To CANCEL, jres tha Cancal bulien
« IR = ol Dol s
Ena Trp fosraiion TRIF OVERVIEW
Subimi Trip Confevation

Tuscday, Febnmry @, 1020

6 Train  Harrisburg, PA to Philadelphia - 30th Street Station, PA

Heyttons S44
Departs: 0755 &AM Confimmatian: §TH1EQ
herasay FA Dahs oo i Aireh deecy 04150

Dumsiicr: | foer, 35 s
Arrrwal: S4B AN
P - X0 Sunad Shdan, FA
HakiFernd e

Gl Comc Linmsaraad Seal L]

Frr ek res wify e Frarn Ltn-' anvind Sriee, Sy
1B LA, LA, | 1 ASETE k|

a Train  Philadelphia - 20th Street Station, PA to Harrisburg, PA
Heystons 808
Departs: G248 PM Confirmation: ET4180

Py - 30 Sonad Shdan, A Stwhpe Hocksd i Aesirek. drecy 041 30
Cumsiery: 1 fear 58 swrufas

Arrhwal: 480 PM
Hisrmtary, P4

A i vl L
Ll Coac® Lrmeseread Sl (L

Tmmry Haen Furm
i otell Enbimated Cout

RESERVATIONS
I

TOTAL ESTIMATED COST
Trainc )

Almcet done "W conhnm tha Onenery.

7|Page



	User Guide – Booking a Train (Amtrak)
	Book a Train
	Review the Travel Details
	Enter Additional Trip Booking Information
	Review the Trip Confirmation and Purchase the Ticket


