pennsylvania SAP Concur

Last Update: 12/9/2019

User Guide - Booking a Trip with Airfare

This guide is intended to walk an employee through the basics of how to book travel that
includes airfare.

Booking a Flight

1. Signinto SAP Concur to access your home page. [Reference: SAP Concur User Guide — Signing In]
2. Onthe SAP Concur home page in the Trip Search section, select the flight tab.
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3. Select either the Round Trip, One Way, or Multi City option on the flight tab.

Hh ® = = &

Mixed Flight/Train Search

| Round Trip | One Way | Multi City

From @
SEA - Seattle-Tacoma Intl Airport - Seattle, WA
Find an airport | Select multiple airports

To@

Find an airport | Select multiple airports

4. Inthe From search field, if you enter your Departure City, SAP Concur will automatically search for and display a
potential match of an airport. You may also use the Find an airport link or Select multiple airports link to search

for an airport.

From O

SEA - Seattle-Tacoma Intl Airport - Seattle, WA

To@

5. Inthe To search field, enter your Destination City.
6. Enter your Depart date and time and your Return date and time.
a) If your trip includes a car rental, you may click the checkbox for Pick-up/Drop-off Car Rental at airport,

which will prompt you to reserve a car after your flight arrangements are complete.

b) If your trip includes a hotel, you may click the checkbox for Find a Hotel, which will prompt you to

reserve your hotel room after flight and/or car reservations are complete.

Depart )
e '
05182020 || depant [v]|| 09:00 am W] || £ 2[w]
Return )
— v
05/20/2020 || depart[sv]|| 03:00 pm ] | |2 2[w]
EIPI::L—U:\Ians—uﬂ car at airport
v

D Automatically reserve this car

/] Find a Hotel
Search within | 10 miles from
L _ Airpart ; JAddress
() Cempany (®)Ratarence Paint | Zip
Location Code

Reference Point / Zip Code
(e.g. "Siatue of Lberty’, V0210 or “Alexandria, VA)

San Frand=co, CA

D 'With names containing:

Search by

Price _\ﬂ

7. Click the Search button to continue and open the flight selection screen.
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8. On the flight selection screen, available flight options will display. You may select the Show all details dropdown
under the fare button to view additional information about a specific flight option.

HARRISBURG, PA TO SAN FRANCISCO, CA Show a= |USD [v]
Trip Summary MON, MAY 18 - WED, MAY 20
I ) fide matrix  Print / E:
@ Select Flights or Trains Fidde matd Prntd Emal
Round Trip kS " X
MDT - SFO R __L““ar United viditiple
Depart: Mon, 05(18/2020 rines
Retumn: Wed, 05/20/2020
stop 621.00
s
Select a Car Remove

2 stops 757.21 896.21 24620
Pick-up: Mon, 05/18/2020 2 results 23 resul 64 re

Drop-off: Wed. 05/20:2020

Select a Hotel Remove

Foges: 2 Shop by Fares Shop by Schedule
steatrz

Checkein: Mon, 05/18/2020
Check-out Wed, 05/20/2020

Q.| Sorted By: | Commonwesith Diefaut ||

. 08:30a MDT-01:42p SFO 1 stop CLT 8h 12m
Change searoh v][| « Amercan ? ° [ s |
AL 01:00p SFO+11:59p MDT 1 stop CLT 7h 59m
Depart - Mon, May 18 - \
Return - Wed, May 20 -~ Least Cost Lagical Fare Show all details
[ ]
Depart 01:00 P -05:00 P F e 07:35a MDT +12:58p SFO 1 stop ORD 8h 23m
* J  Airlines $754.51
Amive 1158P . 1232P 01:00p SFO »11:59p MDT 1 Stop CLT 7h 59m
I Airfines 4145 of ated by ENV AMERICAN EAGLE

9. To select a flight, click on the fare button that has the price of the flight.

\ Amecan  830aMDT-014Z)SFO  1siopCLI 8h 12m p—
A 01:00p SFO +11:59p MDT 1 stop Cl 7h 59m [—]

Least Cont Logcal Fare Fow 3l detals

Note: An alert icon will appear if the flight selected does not comply with travel policy. If the flight is still
selected, a justification will need to be entered.

Travel Rule Triggered X

This flight is not in compliance with the following travel rule(s): i

A, Air Fare is greater than the least cost logical airfare plus 200 dollars

1. i mare than ane reasan applies, chooss the mast

)

Pleasa explain why you hava chosen this Sight. NOTE: We wil log

The selectad fara wes 3850.70
The least cost bogical fare was:3621.00
Chosen:
Cost: §859.70
Outbound Flight
Ameran arines ™, 3730 Harrisburg Intl  05/18/2020 DallasFert 081872020 E-178
Airport (MDT)  7-00 AM Worth Intl 923 AM
Airport [DFW)
amercae sy, 1085 Dallas/Fort 05M18/2020 Los Angeles  O5/ME/2020 Airbus
Wiorth Intl 10:20 AM Intl Airport 11:41 AM AZ21 W
Alrport (DFW) (LA
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10. After the flight is selected, the review screen will appear. On this page you may:

a) Review your flight details
b) Select your seat assignment
c) Review the price summary
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Note: Depending on the airline provider, you can view an available seat map and select any free seat for the
flight. Commonwealth policy does not permit specific seats to be purchased. If a free seat is not, a seat will be
assigned by the airline on the day of the flight.

Seat Map (View Only)

Availabie Mights

omm
|
[l 4
b=

2]

]
W :
rrw

American #1332, Boeing 737-800, Seattle Tacoma Intl Arpt (SEA) - Dallas Ft Worth Intl (DFW)
Seat assignment is subject o change up unél time of departure

B Available Occupied or Unavailable [ selected # Exit row No seating @
B Freferential @ " Preferential
B Paia preferential & *| Paid preferential

11. To Hold the flight, click the Reserve Flight and Continue button.

The next section of this guide will walk through booking a car and hotel. Reviewing and finalizing the reservation
information can be found after these sections.

Booking a Rental Car

Per travel policy, SAP Concur can be used to book a car rental only if it is needed in conjunction with a flight.

Booking Rental Car at the Same Time as a Flight

1. On the SAP Concur home page on the Flight tab, after completing the Depart and Return information, click in the
Pick-up/Drop-off car at airport checkbox.

Depart i)
0512020 ||depar [v ]| 0200 am [v] | | 2[w]|
Return i
7 o5/20r2020 ||depar [ ]| 0300 g [v] | | 2[w]|

EPi:k-uplDruﬂ-M car at aipornt
b d

2. Onthe Review Screen, select the appropriate rental car. You can use the Filters to adjust the options shown.

Note: An Enterprise rental car must be the selected if available, as this is the Commonwealth’s preferred vendor.
The contracted rate with Enterprise will automatically be displayed. Also, Enterprise is E-receipt enabled, meaning
that the expense will automatically populate into your expense report!
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3. Select the Car rental by clicking the Total cost button.

Show a8 |USD [

PICK UP: (BNA) ON TUE, MAR 10 12:00 PM
Trip Summary RETURN: WED, MAR 11 12:00 PM

@ select a Car Hide matrix  Print / Email

Pick-up: Tue. 03/10/2020
Drop-oft: Wed, 03/11/2020

et pocin ]
[~
Change Car Search w
Sarted By | Policy - Mest Compliant [
Car Display Filters ~
Displaying: 2 out of 18 results. @

[ uribmited mikes

[ #ir condiianing
O Hiybria fontorprisel Intermediate Car - $35.54 per day (Sabre)

Car Transmission Automatic trensmission P
[ . Unlimited miles, Pick-up: Terminal: BNA

Automatic
i ﬁ Adults: 4, Large baps: 1, Small bags: 2 $40.51

O manus (Corporate rate)

Most Preferred Car Vendor for Commonwaalth of Pannsylvania | E-Receipt Enabled @ Looetion details

Note: Commonwealth travel policy requires travelers to select a Compact, Intermediate, or Standard size rental car.
If car is selected that does not comply with travel policy, an alert will appear and a justification will need entered in

order to proceed.

4. Review thee details of the rental car and select a method of payment. If you do not have a Corporate Travel
Credit Card, a personal card will need to be used. Once the method of payment is entered, click the Reserve Car

and Continue button to finish.

Review and Reserve Car

JREVIEW RENTAL CAR
Enterprise Car Rental Locstion Detsits

Type Pick-up Drop-off
Intermediate Car Airport Terminal Airport Terminal
Feahwes EFO: Ban Francisco SFO: San Francisco

01:42 pm Mon, 0518/2020 01:00 pm Wed, 05/20/2020

|PROVIDE RENTAL CAR PREFERENCES
our preferences and comments will be passed to the rental car agency.

(Camments (30 characier max)

JENTER DRIVER INFORMATION

Ensure the name below matches the 0. you have with you on the day of pick-up. @

Driver
Name: William Never Phone: 4045551212 |testraveler@eapa.gov ﬂ

Rental Car Agency Program Add a Program
Ma Pragram seleced [v]

JREVIEW PRICE SUMMARY

Description Daily Rate Dates Total

Enterprise Car Rental $35.54 May 12 - May 20 §100.66*

Total Estimated Cost: $109.66
Total Due Now: $0.00+

* Rental pravider's estimated amount. Exact fees unknown. Does nat include additional fess incurred during time of travel
** Remaining amaunt due at rental location

SELECT A METHOD OF PAYMENT

The credit card you select will be held i confirm your resarvation. You will be chargad at the rental kcation.

Test A {0000} [%] @ Edit | Add credit card

* Indicates credit card is a campany card

|ﬂ Reserve Car and Continue
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Booking Rental Car after a Flight has been Confirmed

If a car rental is deemed necessary after a flight has already been booked, follow the below steps to book a car within

SAP Concur.

1. On the SAP Concur home page In the Trip Search section, select the Car Rental tab.

Tegwud

prnnsytrania

TRIP SEARCH

Fxpenes Appios s Fogering = Mg Conur

ALERTS

o =
Cas Sesich hi%
S
=
. 3 O
By -
S

COMPANY NOTES

MY TASKS

MY TRIPS (0} S

Fuirw o5 il

2. Enter your pick-up and drop-off dates and times.

3. Inthe Pickup Car at section, select the Airport Terminal radio button and enter the city or Airport code in the
search field. You can also select Off-Airport location radio button to search for a location that is not an airport.
a) If you want to return the car to a location other than the pickup location, select the Return car to
another location radio button and complete the required fields.

4. Select the rental car by clicking the Total cost button.

] wribenized mikes
[ A conditianing
1 wiytaria

Car Transmission
] Automate

[ Manusi

Intermediate Car - $35.54 per day (Sabre)

Automstic transmission

= Unlimited mies. Pick-up: Terminal: BNA
Adults: 4, Lerge baps: 1. Small bags: 2=
(Corporate rate)

Most Preferred Car Vendor for Gommonweaith of Pennsylvania / E-Receipt Enabled @

PICK UP: (BNA) ON TUE, MAR 10 12:00 PM Show as |USD [V
Trip Summary RETURN: WED, MAR 11 12:00 PM
@ Selecta Car Hide matrix  Print / Emai
Pick-up: Tue, 03/10/2020 .I . - - - = - - -
Drop-off Wed, 03/11/2020 ’
fo ]
—
Change Car Search -
Serted By: [Pty - Most Compliant [
Car Display Filters ~
Displaying: 2 out of 16 re: @

| §49.51

Location details
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Note: Commonwealth travel policy requires travelers to select a Compact, Intermediate, or Standard size rental car.
If car is selected that does not comply with travel policy, an alert will appear and a justification will need entered in

order to proceed.

5. Review thee details of the rental car and select a method of payment. If you do not have a Corporate Travel
Credit Card, a personal card will need to be used. Once the method of payment is entered, click the Reserve Car

and Continue button to finish.

Review and Reserve Car

JREVIEW RENTAL CAR
Enterprise Car Rental Locstion Detsits

Type Pick-up Drop-off
Intermediate Car Airport Terminal Airport Terminal
Feahwes EFO: Ban Francisco SFO: San Francisco

01:42 pm Mon, 0518/2020 01:00 pm Wed, 05/20/2020

|PROVIDE RENTAL CAR PREFERENCES
our preferences and comments will be passed to the rental car agency.

(Camments (30 characies max)

JENTER DRIVER INFORMATION

Ensure the name below matches the 0. you have with you on the day of pick-up. @

Driver
Name: William Never Phone: 4045551212 |testraveler@eapa.gov ﬂ

Rental Car Agency Program Add a Program

Ma Pragram seleced [v]

JREVIEW PRICE SUMMARY

Description Daily Rate Dates Total

Enterprise Car Rental $35.54 May 12 - May 20 §100.66*

Total Estimated Cost: $109.66
Total Due Now: $0.00+

* Rental pravider's estimated amount. Exact fees unknown. Does nat include additional fess incurred during time of travel
** Remaining amaunt due at rental location

SELECT A METHOD OF PAYMENT

The credit card you select will be held i confirm your resarvation. You will be chargad at the rental kcation.

Test Ax {..0000) [%] @ Edit | Add credit card

* Indicates credit card is a campany card

|ﬂ Reserve Car and Continue
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Booking a Hotel

1.

2.
3.

pennsylvania

TRIP SEARCH

o o= B

Hotel Search

MY TRIFS (0)

You Cummently have no upcoming trip:

Depart §)
Return

g Pick-up/Drop-off car at airport

v
[ Awtomatically resarve this car
I /] Find a Hatel
Search within | 10 miles fram
O Airpert O Address
() Company (®)Reterence Paint | Zip
Location Cade

Reference Point / Zip Code
San Francisco, CA

] with names cantaining:

Search by

Price ﬂ

|

(28 0511872020 ||depant [v] |[09:00 am 3] || £ 2]

[ 05/202020 || depant[v]||03:00 pm ]| |2 2[]

(a.g. "Statue of Lbery’, DO210" or ‘Alexandria, VA

Enter your Check in and Check out dates

Enter a destination in the Reference Point/ Zip Code search box and click the Search button.

ALERTS

COMPANY NOTES

The Find a Hotel checkbox will already be marked when booking a flight. When clicking the Search button, the
Hotel Selection screen will automatically appear after flight and/or car rentals are reserved. A hotel room may
also be booked separately on the SAP Concur home page using the Hotel tab if the Find a Hotel checkbox is
unchecked when completing a flight reservation.
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The hotel selection screen consists of the following:

a) A map of the area

b) A listing of available hotels with a button next to each hotel in the list to View Rooms

Review the map to ensure the location is accurate. Hotels that are out of policy will display the yellow alert
symbol and a justification will need to be provided to proceed.

Click the View Rooms button for your chosen hotel to see additional details such as available rooms, amenities,
and room cancellation policies.

CHECK-IN TUE, JAN 7 - CHECK-OUT WED, JAN 8 S s [US0 [2
ke Meap Prinl | Email ' Compary Prater

 Read

0 © Ol

00 demr fim

B T PR I ST Mol Coporafion. Termet

Q Socted By:  Commanwesalth Defsull v S

1. Sleap Over Sauce
138 Gough St. San Frencisco, CA B4102  Map i

Solkd Cut
¥ 0,16 mies

Thiss propanty i rol svidabis for these dales

Halel details

2. Travelodge San Francisco Central §302

1707 Markat 52, San Francisco, CA B4103  Mop it
| I:;I‘"
0.2 miles i

Hatel details

s

3. Days Inn San Francisco DtwniCivic Center £436
462 Grove St Sen Francisco, CA 4102 Map

¥ 027 mias

Haotel cetmils
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7. Select the room you wish to book. Certain hotels are E-receipt enabled, meaning the expense will automatically

populate into your expense report so you don’t have to enter it!

8. Click the Total Cost button next to the room you wish to book.

1. Hyatt Regency Los Angeles Intl Arpt
8225 West Cantury Boulevard. Los Angeles. CA, B0045  Map it

¥ 0.78 miles

Room Options

State Government 1 Queen Bed - One Queen Bed: Complimentary Wifi: (Sabre)
Rules and canc=llsfion policy

State Government 1 King Bed - King Bed : Complimentary Wifi - Business Desk (Sabre)

Rules and cancallation policy

State Government 2 Queen Beds - Two Queen Bads: Complimentary Wifi: (Sabre)
Rules and cancellafion policy

$120

Hotel detadls

9. On the Review and Reserve Hotel screen, review your reservation for accuracy.
a) Select any room preferences.
b) Review the price summary.

¢) Enter payment method information. If you have a Corporate Travel Credit Card, it will automatically be
used to reserve the room. If you do not have a Corporate Travel Credit Card, a personal card will need

entered.

Review and Reserve Hotel

REVIEW HOTEL ROOM

L= Quinta Inn & Suites San Fran. Arprt W

Miltary Rale - 1 Oueen Nermik With Free Wil Froe Breasdast, Mnfridge. Ac, Colfea Maker, Halr
2 Nighis | 1 Gues®

[PTIPPEE.

PROVIDE HOTEL ROOM PREFERENCES
Your prfieranoss and comments wil be passed in ha hatel

Cormesss (3 chumnctor e,
[ Maguess fowr it ] Facpin reshiveny et

ENTER HOTEL GUEST INFORMATION
Ergure e rame Delow matchis the | D shown on the day of cheokan.
Hotal Guest
Nome: Wilam Never  Phone: 045551212 [sewtansisarsa goe (7] |

Holed Program Add a Program

| M Py sdactent [wr]

REVIEW PRICE SUMMARY
Decoripticn Nghty rate Dutac Totad
La Quinta Inn & Sutkes San Fran Apn W S1BE22 Moy 18.May2D  S3264
- ' Tokal Ectienatod Cost: $33204
Tokal Dus Now: $R.00=~

* Wy ret echade beos o sddao b
* Py et S ot Ko

SELECT A METHOD OF PAYMENT
e cvuett oo ooy merd el e Skl 1 cxvsiers oy ammrvsbor. Yoo el v s chrgest o ful erel e foss ke

T A | o0 ]| @ Bt | Ak crecit cared

* e cud od » a oy ced

Chaokin Croos ot Agdrecs Phone
Moy, May 18 2000 ‘Wiednesday, May 20, 2020 1380 B Camino Real 500623200
Miiraa, Cal fomia S4030
Uirited Stobes
* Vs e ey Bol roore kar | et orly, mgeedies of e rumier of adud e dag Be e The preey eske's e @ stieched o s mesradon b

Edl] Reviow al
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10. Select the checkbox for | agree to the hotels rules, restrictions and cancellation policy and then click the

Reserve Hotel and Continue button.

ACCEPT RATE DETAILS AND CANCELLATION POLICY

(Plioase review e raie delals and cancelifion polioy prowided by 1he: Fold

La Guinta inn £ Julec Jan Fran Arprt W o paciiwie

Please seiew the rale rules and sesiridions before coriinuing

Im ot pravited e tollowing Etonretsn:

RATE: LUSD 16632
TOTAL RATE: 374.55 =D
EXTRA FERSOM 510/

L] *1 agwe

10 i Pk mele rules, Feeretore, e crcalasen poboy

Review the Travel Itinerary

1. Once all flight, car rental, and hotel bookings are complete, you can view the details in the Travel Details page,

or itinerary.

2. Review the Reservat
3. Review the Total Est

Travel Details

TRIP OVERVIEW

I .. Trip Name: Trip from Harrisburg be Ban Frandises e Ao te your Minerary

P

e Bard Dale: By 18, 200 & (™
End Daées May 20, 020

Crasbed: Ociotar 22, 2018, Willam Mever (TbaMes Ociobar 28
Fapl]

Decanption: (Mo Desoeplon Aians] L

Agenoy Rsocrd Loostor: DEC.FU

FRCLONDANE VW Lam Mowr

Totsl Echmated Cock 51, 90828 UED Duas

o Acrane Mot Be toketed by INSNR01E 12:65 AM Enchern

[Fsagp napsat tyar pmgna

RESERVATIONS

ion detail.
imated Cost detail.

TOTAL ESTIMATED COST

Aar Vo Fare Mol
IO p— dur.53 LD
o P Sse.4E LED
Awr lotel Moow SEd 1Y =D
i §¥17 84 LED
Cwr f1opes S0
lotull Entarsatee] Cous: 1,002y LED

IEwainchone

Qe NONREFT IVCCHOPLU IFAREDIFICXL BY FLT TIME OR NOVALUE

TICHET NOT YET I83UED. AIRFARE QUOTED IN IMMERARY 18 NOT QUARANTEED UNTIL TICHET & ARE |3 BUED.

4. To confirm and finalize the reservation, click on the Next button.

e chow Wl TuE POt Pour redsrvabion ey e cencelled. ot Ay part of the tnp thet e nstest perchass or s depowt ecursd Wil not be

b= L

o
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Confirm the Travel Reservations

1. On the Trip Booking Information screen, enter additional information about your trip:
a. Trip Name — this field will pre-populate with the first segment searched. The trip name can be changed

and will appear on your itinerary.

b. Trip Description - This field is optional to clarify the trip purpose.
Confirmation Copy — Emails can be entered in this field to send a copy of the confirmation to another
person. You can enter multiple email addresses separated by commas.

d. With my email confirmation — from this dropdown list, select whether you want to receive additional
information with your email confirmation.

Note: if you are booking the trip as an arranger, you will receive the confirmation email along with the

traveler.
2. Select Next to continue.

Trip Summary

Car Reserved
Pick-up: Mon, 091252017
Drop-ot: Fri, 09/202017

(+) Fi
\¥, Finalize Trip

Send & 2opy of the ronfmation o )

Enter Trip Information ( :
Send my smail confimation as
Phain-test

HTML

With my email confmation.
Include drections snd maps 63 hotels

Trip Booking Information

The g name and description are 1or your record besping convariente

Please enter information about this trip then press Next to finalise your reservation. f you close & this point your reservation may be cancelied
Note: Any part of the irip that Is instant purchase of has deposit required will not be cancelled.

Lo o e ][ e || oo

3. Trips that include airfare have an option to hold the trip. Click the Hold Trip button if you want to place a hold
on your airline ticket. Please note that if the displayed date and time passes prior to you finalizing the purchase,
the trip will be automatically cancelled.

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.

s [ coire

Finished!

You have successfully booked your trip!

Trip Record Locator : QECJFU

Trip on hold. Last time to send to agency is: 10030/2013 12:55 am Eastermn

This trip will be automatically cancelled if you do not complete it by that time.

This trip complies with your travel policy.

“our itinerary has been saved. ADTRAV [COPA) will service yeur itinerary.

Please Mote: Fares are not guaranteed until tickets are issued and are subject to change withouwt notice.
Airfare must be ticketed by: 10/30/2018 12:55 am Eastern { 10/2002018 11:55:00 PM Ceantral )
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4. If you want to finalize the reservation, click the Next button and then click the Purchase Ticket button.

Almost done... Please confirm this itinerary.

T R [
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