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Proprietary Statement

These documents contain proprietary information and data that is the exclusive property of
SAP Concur Technologies, Inc., Bellevue, Washington, and its affiliated companies
(collectively, “SAP Concur”). If you are an active SAP Concur client, you do not need written
consent to modify this document for your internal business needs. If you are notan active
SAP Concur client, no part of this document can be used, reproduced, transmitted, stored
in a retrievable system, translated into any language, or otherwise used in any form or by
any means, electronic or mechanical, for any purpose, without the prior written consent of
SAP Concur Technologies, Inc.

Information contained in these documents applies to the following products in effect at the
time of this document's publication, including but not limited to:

Travel & Expense
Invoice

Expense

Travel

Request

Risk Messaging

SAP Concur for Mobile

The above products and the information contained in these documents are subject to
change without notice. Accordingly, SAP Concur disclaims any warranties, express or
implied, with respect to the information contained in these documents, and assumes no
liability for damages incurred directly or indirectly from any error, omission, or discrepancy
between the above products and the information contained in these documents.

© 2004 - 2023 SAP Concur. All rights reserved.

SAP Concur® is a trademark of SAP Concur Technologies, Inc. All other company and
product names are the property of their respective owners.

Published by SAP Concur Technologies, Inc.
601 108" Avenue, NE, Suite 1000
Bellevue, WA 98004
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Welcome to SAP Concur

SAP Concur integrates expense reporting with a complete travel booking solution. This
comprehensive Web-based service provides all the tools you need to book your travel.

Signing In to SAP Concur

1. Tosigninto SAP Concur, on the Sign In screen, enter your Username, and then
select Next.

If you have forgotten your username, select the Forgot username? link.
You can slide the Remember me toggle button to store your password, so that you
don’t have to enter it the next time you sign in to SAP Concur from this device.

SAP Concur € English (US) v

Sign In

Username, verified email address, or SSO code

r&(:verbookmg_ls_en@p001031 05exu

Remember me

You can slide the Remember Me toggle
button to store your password, so

—

2. Enter your Password.

If this is your initial log in to SAP Concur, you enter the temporary password that was provided
to you.

If you have forgotten your password, select the Forgot password? link.

3. Select Sign In.
Notes:
e Logonto SAP Concur following your company'’s logon instructions.

e Your password is case sensitive.

e If you are not sure how to log on, check with your company’s administrator.
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Updating Your Travel Profile

Before you use Concur Travel for the first time, you need to update your Travel profile. Even
if you don't make any changes, you must save your profile before you can book a trip in
Concur Travel.

Notes:

e Some companies have custom fields on this page. Check with your agency or Travel
administrator if you need information about your custom profile fields.

¢ Depending on your company's configuration, some of these options might not be
available to you. For more information, check with your SAP Concur administrator.

e Depending on your company's configuration, this area in Profile may appear even if
your company does not use Concur Travel.

Use the Travel profile options to set or change your personal Travel preferences and
settings, which include:

e Assistant or travel arranger

e Credit card

¢ Email options

e E-Receipts

e Language

e Password

e Personal preferences (name, address, emergency contact, credit card)
e Regional preferences (number format, date format, language)

e Register for SAP Concur for Mobile

e Travel preferences (air, hotel, car rental, rail preferences)

e Travel vacation reassignment
and other preferences and settings (default home page, calendar, emails,
accessibility mode)
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Travel Arranger

To administer travel for another user

1. If you are a travel arranger and you want to change the profile of one of your users,
select Profile.

2. Inthe Administer for another user field, type the first few letters of the user's name.
3. Select the appropriate user from the search results, and then select Start Session.

Accessing your Travel Profile

To access your Concur Travel profile information
4. Select Profile > Profile Settings.

5. On the Profile Options page, select the appropriate Travel Settings links on the left
side of the page.

Administration ~ | Help ~

Center
hop Profile ~ &

SAP Concur [C]

Requests Travel Expense Invoice Approvals

Profile Personal Information Change Password Systemn Settings Concur Mobile Registration Travel Vacation Reassignment

Your Information

Persenal Information
Company Informatien
Contact Information

Email A

Credit Cards

Travel Settings
Travel Preferences
International Travel

Frequent-Traveler Programs

Assistants/Arrangers

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings
Expense Information
Bank Infermation
Expense Delegates
Expense Preferences

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact
information.

Company Information
Your company name and business address or
your remote location address.

Credit Card Information

You can store your credit card information here
50 you don't have to re-enter it each time you
purchase an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive
electronic receipts from participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your
backup travel manager.

Request Preferences

Select the options that define when you receive
email notifications. Prompts are pages that
appear when you select a certain action, such
as Submit or Print.

Company Car
Company Car

Concur Mobile Registration
Set up access to Concur on your mobile device

System Settings

Which time zone are you in? Do you prefer to
use a 12 er 24-hour clock? When does your
workday start/end?

Contact Information
How can we contact you about your travel
arrangements?

Setup Travel Assistants

You can allow other people within your
companies to book trips and enter expenses for
you.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-
related preferences

Expense Delegates
Delegates are employees who are allowed to
perform work on behalf of other employees

Expense Preferences

Select the options that define when you receive
email notifications. Prompts are pages that
appear when you select a certain action, such
as Submit er Print.

Change Password
Change your password.
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Booking a Flight

From the SAP Concur home page, use the Flight 4 tab to book a flight by itself or with car
rental and/or hotel reservations. To book car and hotel reservations without a flight, use the

Hotel = and Car ¥= Search tabs, respectively.

You can access the Flight 4 tab (or Air / Rail +§) by doing the following:
e Fromthe SAP Concur home page, select Travel on the menu.
e Select the SAP Concur logo from the left side of the menu.

SAP Concur @ Requests Travel Expense Invoice Approvals App Center

SAP Concur + 01 01
. New Authorization Purchase
Hello, William Requests Reguests
TRIP SEARCH MY TASKS
, . Required HAvailable
m Approvals % m FIFH:":HN _;'I
Flight Search Greatl You curmently have 0302 The Cafe
Rourd Trip One Wy Nbulti City no approvals CAD 8342
From 0719 Fairfield Inns
£729.59
X e 0719 Avis
L1 7] S870.84
nd a5 Erport Sabect multple seporth |:|.".'12 .ﬂ.'-'i';

#609.11
arH2 {:ﬂu:'[yﬂn!.-:

Step 1: Start the Search
1. Select one of the following types of flight options:

e Round Trip
e One Way
e Multi City

2. Inthe From and To fields, enter the departure and arrival cities for your travel.
When you enter a city, airport name, or airport code, SAP Concur will automatically
search for a match.

Note: Use the Find an airport and Select multiple airports links as needed.

3. Selectinthe Depart and Return date fields, and then select the appropriate dates
from the calendar. Use the remaining fields in this section to define the appropriate
time range.



SAP Concur

4. Selectthe ¥ arrow to the right of the time window to see a graphical display of
nonstop flights available for the routing and date you have selected. This allows you
to adjust your search criteria, and if necessary, to see/reserve nonstop flights.

Notes:

e The graphical display is based on flight schedule data. It will not show any rail
options, and it cannot take refundability or class of service preferences into
account.

e Each green bar represents 30 minutes of time. Place your mouse pointer over a
green bar to see all of the flights available for that time slot.

e If you change locations or dates, select refresh graph for more data.
5. If you need a car, select the Pick-up / Drop-off car at airport check box.

[] Pick-up/Drop-off car at airport
[ ] Find a Hotel

¢ Depending on your company's configuration, you might be able to automatically
reserve a car, allowing you to bypass viewing the car search results. When you
select this option, additional fields appear. Select a vendor and car type; the car
is automatically added to your reservation.

¢ |f you need an off-airport car or have other special requests, you can skip this
step and add a car later from your itinerary.

If you need a hotel, select the Find a Hotel check box.

7. Depending on your company's configuration, you might be able to specify an airline.
If so, the Specify airline check box appears.

Note: You can only search for one vendor at a time, and this will override the
preferred airline searches normally done for all of the frequent flyer number carriers.

If you select the Specify airline check box, a list of carriers appears that are color
coded:

e The first (yellow) are the frequent flyer carriers.
e The second (gray/khaki) are the most requested airlines.
¢ The remaining airlines are in alphabetical order.

8. Depending on your company's configuration, you might be able to book a reservation
for a companion. If so, select from the Number of adults list.

Note: If a companion is selected, the payment screen provides the option to use the
credit card from the companion's profile.

9. Depending on your company's configuration, you might be able to select the
appropriate Class of service.

10. From the Search by dropdown list, select either Price or Schedule. (Depending on
your company's configuration, you might not have these options, or you might have
an additional option: Multi-Fare.)

11. To search only for refundable flights, select the Refundable only air fares check box.
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12. If necessary, uncheck the Flight w/ no double connections check box.
13. Select Search.

4+ = =

Flight Search

Found Trip Ome Way Multi City
From i)
Seatlle, WA - Seattle-Tacoma Intl Airport
Find an airport Select multiple airports
To @
MEM - Memphis Airport - Memphis, TN
Find an airport Select multiple airports
Depart g
5| 0302602023 depart || Moming || £3 W ¥
Retumn €
5030312023 depart » || Afternoon W || £3 W v

[ Pick-up/Drop-off car at airport
[ Find a Hotel

Class i) Search by

Highest allowed % || Schedule

[ ] Include additional refundable air fares
Flighiz w/ no double connections

10
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Step 2: Select a flight
1. On the Select Flights page:

a. If you selected Price on the previous page, the Shop by Fares tab is initially
active. Select either the Shop by Fares or Shop by Schedule tab for the

appropriate flight information.
Select the View Fares button for the flights that you want to purchase.

Show as | USD

Hide matrix  Print / Email

77740

22 results

Shop by Fares

Shop by Schedule

Flight Number Search

10:55a SEA

Q Sorted By: | Price - Low to High ~

10:04p MEM

1 stop ORD

Displaying: 100 ou

Previous

9h 09m

Page: 1

t of 100 results

of 10 | Next

$620.40

All

United 1467, 1612
View Fares

02:42p MEM

United 2228, 795

09:19p SEA  1stop DEN  8h 37m

c. Ifyou selected Schedule on the previous page, the Depart tab is initially active.
Select the Select button for the flights that you want to purchase from the Depart

and Return tabs.

Depart Return
Seattle, WA - Sun, Mar 26
) Displaying: 50 out of 50 results
Flight Number Search Qprted By: | Depart - Earliest v s
Previous 12345 Next | Al
06:00a SEA 08:27a LAS Nonstop Economy
Spirit Airlines
09:30a LAS 02:50p MEM MNonstop Economy
Spirit Airlines
6h 50m [ Spirit Airlines 496, Spirit Airlines 3374 - View seats
32A (Worldspan)

11
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Select the Hide Matrix link to view additional information on the screen.

3. Review the flight details for your trip.

Note: Depending on your airfare provider, you can select the View seats link to select
your seat on the flight. Select the appropriate Available seat from the Seat Map.

Seat Map (View Only)

Available flights

A4 1332 SEA-DFW[ ¥ | m

If available, seat selection is presented after you have chosen a fiight.

omm
o [T O [
=0
e (0]
i (|
N [ 4
OO0
=00

= [ »

rmO

« ] & EAEAER »

|
[
[ 4 4] J]
[ 4 4] J]
[ (o] |
[ (]|
« HEE

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

B Available [ ] occupied or Unavai a d A Exit row No seating @
B Preferential @ [ Preferential

Paid preferential @ [#] Paid preferential

4. Onthe Review and Reserve Flight page you can:

¢ Review the flight details
Enter traveler information

Select frequent flyer programs

Select your seat assignment

Review the price summary
e Select your method of payment
5. Select Reserve Flight and Continue.
Step 3: Select a rental car

If you requested a car on the Flight tab (or Air / Rail) Search, the rental car search results
appear. For information about booking a rental car, see Booking a Car in this document.

Step 4: Select a hotel

If you requested a hotel on the Flight tab (or Air / Rail) Search, the hotel search results
appear. For information about booking a hotel, see Booking a Hotel in this document.

12
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Step 5: Review the Travel Details page (itinerary)
Review and change your itinerary, if necessary.
1. Inthe Trip Overview section:
a. Review the information for accuracy.
b. Inthe |l want to section, print or email your itinerary as appropriate.

c. Inthe Add to your Itinerary section, add a car, hotel, Wi-Fi, etc., as needed.

Travel Details

TRIP OVERVIEW

I want to... Trip Name: Trip from Seattle to Memphis Add to your Itinerary
Print Itinerary Edit)
Emalfinerary Start Date: March 26, 2023 O @

End Date: March 31, 2023

Created: March 14, 2023, William Never
(Modified: March 14, 2023)

Description: (No Description Available) (=qit
Agency Record Locator: 2BVINZ
Passengers: William Nate Mever

Total Estimated Cost: $620.40 USD (Detailz)

Booked outside Concur? Enter
your trip manually or connect
with Tripit

2. Under Reservations, in the Flight section:
a. Verify the information for accuracy.

b. Select Change Seat if you want to change your seat option (depending on the
airline).

c. Your company might allow you to change or cancel your flight from the itinerary
page. If so, select Change or Cancel all Air, and then follow the prompts to
change your outbound or return flight.

Travelers given the option to change a flight will be able to select a different date
or time for the trip but must stay on the same airline.

Note: Changing a flight can result in fare changes. If this option is available to
you, please make sure to check with your travel agency on fare differences.

d. If youwant to cancel your flight, select Cancel all Air.

RESERVATIONS

‘, Flight Seattle, WA (SEA) to Chicago, IL (ORD) | c=nc

United 1467

Departure: 10:55 AM Confirmation:
Seatfle-Tacoma Infl Airport (SEA)  JX53DJ
Duration: 4 hours, 9 minutes Status: Confirmed
Nonstop

Seat: 38C
Change seat

Arrival: 05:04 PM

Chicage O'Hare Intl Airport (ORD)
Terminal: 1

Additional Details

Aircraft Boeing 737 MAX 9 Distance: 1716 miles

E-Tickel

Cabin- ECONOMY (V) Meal: Food for purchase
® 3 hr, 8 min layover at Chicago Q'Hare Int! Airport (ORD)

13
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3. Review the remaining sections as necessary and make the appropriate changes.
4. Review the Total Estimated Cost section.
5. Select Next.

Step 6: Review the booking information

1. Use the Trip Booking Information page to enter additional information about your
trip.

RIP SUMMARY Trip Booking Information

The trip name and description are for your record keeping convenience.

(v) Finalize Trip

Trip Name Trip Description (cptional)
Review Travel Details This will appear in your upcoming trip list. Used to identify the trip purpose
Enter Trip Information Trip from Seattle fo Memphis
Submit Trip Confirmation
v P

Send a copy of the confirmation to: @

Send my email confirmation as
(@HTML (JPlain-text

{Please advise why you did not book a car. ) [Required]

e

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.

2. Enter or modify your Trip Name. This is how the trip will appear on your itinerary and
in the automated email from SAP Concur.

3. Enter a Trip Description (optional).

Indicate if there is anyone else who should receive the initial confirmation email.
Enter as many recipients as needed, separated by commas.

e If you book the trip, you will automatically receive the email.
e |f youbook as an arranger, you will also receive the email.
5. Choose your preferred email format, either plain text or HTML.
Some companies do not offer travelers this option and always send plain-text email.

6. Depending on your company’s configuration, you might be able to choose whether
you would like to receive directions or maps to the hotel. This information will be part
of the initial email from SAP Concur.

7. Depending on your company’s configuration, your company may require billing
information. If so, make sure to complete this information if requested.

Note: Your company might offer its travelers the option to hold a trip. Travel will
always display the length of time this trip can be held on this page. Pay close

14
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attention to the date and time displayed; if the trip is not submitted, approved, and
ticketed by the date and time displayed, in most cases it will be automatically
cancelled.

8. Select Next.

SAP Concur displays your itinerary on the Trip Confirmation page. This itinerary will
include any messages about ticketing policies.

RIP SUMMARY Trip Confirmation

- To COMPLETE BOOKING, please press the "Confirm Booking” Button after reviewing this page.
(v) Finalize Trip To CANCEL, press the Cancel button

Review Travel Details

Enter Trip Information

Submit Trip Confirmation
TRIP OVERVIEW

Trip Name: Trip from Seattle to Memphis

Start Date: March 26, 2023

End Date: March 31, 2023

Created: March 14, 2023, William Never (Modified: March 14, 2023)
Description: (No Description Available)

Agency Record Locator: 2BVSNZ

Passengers: William.Nate Never

Total Estimated Cost: $620.40 USD

This reservation will not be ticketed until your request is approved.

This trip requires approval
The deadline for approval is: 03/15/2023 9:00 PM Pacific

Activate Triplt to see your plans and stay one step ahead while traveling.
Agency Name: CTE Demo Site

Step 7: Purchase the ticket

1. Scroll down and select Confirm Booking to send your request to your manager for
approval and the travel agent. Depending on your company's configuration, the Pre-
populating Your Expense Report page appears. You can add transportation
expenses for your trip to and from the airport.

2. Select Finish.

The Finished! screen shows your confirmation number and information to contact
the travel agent.

3. Select Return to Travel Center.

15



SAP Concur

Booking a Car
Step 1: Use the Car tab

1. If you require a car but not airfare, select the Car = tab.

SAP Concur @ Requests Travel

SAP Concur

Hello, William

TRIP SEARCH

+&4

Car Search

2. Enter your Pick-up and Drop-off dates and times.
In the Pick-up car at section, select either:

e Airport Terminal, and then type the city or the Airport code

e Off-Airport, and then enter (or search for) the location (depending on your
company's configuration, you might be able to have a car delivered to or picked
up from your company location).

4. Select the Return car to another location checkbox if needed.
Additional fields appear. Choose the appropriate location.
5. To see additional search preferences, select More Search Options.

a. Select the Car Type.
b. Select smoking or non-smoking.
c. Select the preferred vendors.

6. Select Search.

Step 2: Filter the results (as needed)

There are two sets of filters: a matrix at the top of the page that you can show or hide, and
one on the left side of the page.

16
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PICK UP: (MEM) ON SUN, MAR 26 12:00 PM Show as | USD v
TRIP SUMMARY RETURN: FRI, MAR 31 12:00 PM
( ‘;, \ Select a Car Hide matrix  Print / Email
Pick-up: Sun, 03/26/2023 Al
Drop-off: Fri, 03/31/2023
AVIS
Finalize Trip
dollar.
Hertz
Use my default credit card: "Corp Travel Card'.
Change Car Search v foriorprizol 449.30
Car Display Filters A — 44830
] uUniimited miles
Bl . Sorted By: | Policy - Most Compliant w
_| Air condifioning
[ Hybrid
Displaying: 38 out of 38 results
‘E?r Transmission Previous 123 4 Next | All
_| Automatic
[ manual
Compact Car - $96.00 per
AVIS day (Worldspan)
Total cost@
Automatic transmission
o B Unlimited miles, Pick-up: Terminal: MEM $664 58
ﬁ Adults: 2, Children: 2, Large bags: 1, Small
bags: 2@
$479.99 weekly rate

7. Select your filter options from the matrix, and from the Car Display Filters section on
the left.

8. Select the fare button for the car you want to rent.
9. Inthe Review and Reserve section, select the appropriate options.

a. Provide Rental Car Preferences: Enter any necessary information in the
Comments field, and then select any additional preferences that you want.

b. Enter Driver Information: To add a Rental car Agency Program, select the Add a
Program link.

c. Select a Method of Payment: If you set up a credit card as the default in your
profile, the credit card appears. Select the credit card you want to use from the
dropdown list. To add a credit card, select the Add a credit card link.

10. If you want to change your search, in the Change Car Search area:

a. Change your pick-up and drop-off dates and times, and your pick-up and drop-off
locations.

b. Expand More Search Options to select the car type and vendors that you prefer.
c. Select Search.
Travel displays the new results.
11. In the Travel Details section:

a. Select the appropriate links to print or e-mail your itinerary, and follow the
prompts.

b. Select Change or Cancel if needed, and then follow the prompts to change your
reservation.

12. Select Next.

17
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13.
14.

15.
16.

17.

Select Reserve Car and Continue.
On the Trip Booking Information page:

a. Enter or modify your Trip Name.

This is how the trip will appear on your itinerary and in the automated email from
SAP Concur.

b. Enter a Trip Description (optional).

c. Indicate if there is anyone else who should receive the initial confirmation email.
Enter as many recipients as needed, separated by commas.

Select Next,

On the Trip Confirmation page, review your trip details, and then select Confirm
Booking.

If you trip is not compliant with your company’s travel policy, a Travel Rule Triggered
window appears. Select the reason for selecting this car, and then explain why.

Select Save.

18
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Booking a Hotel
Step 1: Use the Hotel tab

1. If yourequire a hotel but not airfare, select the Hotel = tab.

SAP Concur Requests Travel

SAP Concur

Hello, William

TRIP SEARCH

‘i*ﬁ

Hotel Search

2. Enter the Check-in and Check-out Dates (or select each field and use the calendar).
3. Enter the search radius.

SAP Concur will always show company preferred hotels within a larger radius,
usually 30 miles or kilometers.

4. Choose to search near an airport, an address, company location, or near a reference
point / zip code (a city or neighborhood).

5. Enter the reference point. The available options will depend on your selection in Step
4.

6. Select Search.

19
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Step 2: Change and filter your search (as needed)
There is afilter set on the left side of the page. Use show ~ and hide « arrows, as needed.
1. Inthe Change search area:

a. Change your check-in and check-out dates; change your hotel location.
b. Select Search. Travel displays the new results.
Use the slider in the Price area to narrow your search.

In the Display Settings area, select the appropriate check boxes.
In the Hotel chain area, select the appropriate hotels.

o~ DN

In the Hotel Amenities area, select the appropriate options.

Step 3: Review the hotel map (as needed)

1. Review the hotel map.

The red icon shows your reference point.
2. Select any blue "balloon" to see specific hotel information.

Use your mouse to zoom and move the map, as needed.

CHECK-IN SUN, MAR 26 - CHECK-OUT FRI, MAR 31 Showas| USD v
Hide Map Print/ Emai . Company Preferred Accommodation
h' 61 0 HN.‘ . S
RS Memphis Bl Road
oS5 & 476" (340) AST MEMPH
Mississippi
River

©

eMom 9 o @;@ v ;- Germantown
(5(@9\/ 1150 s
A

"“""""’""S’c')'utha\,'e'h'@/ """"""""""" L 22 Mackaas il e S
Lynchburg — Horn Lake Olive Branch

Walls
¢ 2 miles 5km
w /8

Mi D 2022 TomTom, © 2023 Microsoft Corporation Tefms
o) Pleasant Hill

Name Search Q Sorted By: | Policy - Most Compliant v

20
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Step 4: Sort the search results (as needed)

e Below the map, use the Sorted By list to sort the results. Enter hotel names, as needed.

Step 5: Review the results

A picture as well as the name, address, rating stars,

and price range appears.

1. Select the hotel picture to view more
images.

2. Select Hotel details to see contact
information, street address, cancellation
policy, and information about the facility.

3. Select View Rooms to see:
e The available room options and rates
e Other amenities per room/rate
¢ Rules and cancellation policy

Step 6: Select the hotel room

Name Search Q Sorted By:  Policy - Most Compliant  «
Displaying: 24 out of 24 results.
r 1. Fairfield Inn & Suites Memphis
Frev el 1-240 $109
< 4760 Showcase Blvd, Memphis, TN
V4.7 miles
Most Preferred Hotel Chain for Learning Services Demo / E-Receipt Enabled Hotel details
= —] 2..Courtyard by Marriott Memphis
LS Airport $129
1780 Nonconnah Blvd, Memphis, TN
38132 Mapit View Rooms
¥2.59 miles
Most Preferred Hotel Chain for Learning Services Demo / E-Receipt Enabled Hotel details

1. Select the Cost button next to the room that you want to reserve.

r 1. Fairfield Inn & Suites Memphis
By 1-240

4760 Showcase Blvd, Memphis, TN

5 <] 38118 Mapit

¥ 4.7 miles

Room Options

Flexible Rate Guest Room 2 Queen-s- Please cancel 1
day before arrival (Worldspan)
Rules and cancellation policy

Flexible Rate Guest Room 1 King Please cancel 1 day
before arrival (Worldspan)
Rules and cancellation policy

Flexible Rate Guest Room 1 King Sofa Bed Please
cancel 1 day before arrival (Worldspan)
Rules and cancellation policy

Flexible Rate Suite 1 King Sofa Bed Please cancel 1
day before arrival (Worldspan)
Rules and cancellation policy

Most Preferred Hotel Chain for Learning Services Demo / E-Receipt Enabled Hotel details

$109

=

° I
o I
o I
o IZN

2. The Review and Reserve Hotel page appears. Navigate through the page and:

¢ Review or modify the room preferences.

e Verify or modify the guest and program information.
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e Review the price summary.

e Select a method of payment, if available, as defined by your company's
configuration.

¢ Review and accept the rate details and cancellation policy.

3. Select the | agree to the hotel’s rate rules, restrictions, and cancellation policy check
box.

4. Select Reserve Hotel and Continue.
5. Your Travel Details page (itinerary) displays.
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Creating an Expense Report Based on a Completed Trip

If you use SAP Concur Expense, from the Upcoming Trips tab, you can create an expense
report based on a trip.

To create an expense report based on a completed trip:

1. Onthe SAP Concur home page, on the Quick Task Bar, select the New task, and then
select Start a Report.

- OR-
On the menu, select Expense > Manage Expenses (on the sub-menu). Under Active
Reports, select the Create New Report tile.

2. On the Create New Report page, complete all required fields (indicated with a red
asterisk) and the optional field as directed by your company.
The fields that appear on this page are defined by your company. Some products
might go directly to the expense reporting page.

3. Inthe Claim Travel Allowance section, selection the appropriate option.
4. Select Create Report.

The expense report page appears. At this point you can add your out-of-pocket
expenses and your company card transactions.

After you the report is created, note the following:

e Onthe Travel page, on the Upcoming Trips tab, the Expense Trip link appears
when the actual expense is incurred.

e For hotel and car segments, the expense is actually incurred at check-out or
when the car is returned, so the Expense Trip link will not appear until the trip is
completed (the last date of the trip).

e For anair expense, the Expense Trip link appears depending on your company's
configuration.

o If the Expense configuration allows air to be expensed when it is paid for
(generally well in advance of the actual trip), then the Expense Trip link
appears once the air has been ticketed.

o Ifthe Expense configuration does not allow for pre-trip air reimbursement,
then the Expense Trip link appears after the trip is completed (the last date of

the trip).
Company Notes | Upcoming Trips | Trips Awaiting Approval | Remaove Trips
Add new itinerary manually
Policy for Expense Reports | Travel & Expense Policy - US Content Dav v
Trip Name/Description Status Start Date  End Date Action
Hotel Reservation at MANHATTAN, NY 10036, USA (TEZWOI) (33VG) Needs Expense Report 01/23/2023 01/27/2023 Expense Trip
Business Trip Withdrawn
Trip from Seattle to Chicago (NEROS4) (33VN) Needs Expense Report 02/20/2023 02/22/2023 Expense Trip
Client Meeting Withdrawn
Trip from Seattle to Chicago (MMGX2R) (33VH) Needs Expense Report 03714/2023 03/18/2023  Cancel TripExpense Trip
Withdrawn
Trip from Seattle to Chicago (MMS765) (33VK) Withdrawn 04/10/2023 04/14/2023
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