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Booking Switch
NOTE: Multiple SAP Concur product versions and UI themes are available, so this content might contain images or procedures that do not precisely match your implementation. For example, when SAP Fiori UI themes are implemented, home page navigation is consolidated under the SAP Concur Home menu.
Section 1:  Permissions

A company administrator may or may not have the correct permissions to use this feature. The administrator may have limited permissions, for example, they can affect only certain groups and/or use only certain options (view but not create or edit). 

If a company administrator needs to use this feature and does not have the proper permissions, they should contact the company's SAP Concur administrator.

Also, the administrator should be aware that some of the tasks described in this guide can be completed only by SAP. In this case, the client must initiate a service request with SAP Concur support. 
Section 2:  Overview of the Request Feature

Refer to the Concur Request: Overview Guide for general information about requests, such as what the user sees, what the approver sees, workflow, settings, configuration basics, etc.

Section 3:  Request Configurations

Not all Request features are available for all Request implementations.


	Implementation
	Is this feature available?

	Stand-alone
	No

	Integrated with Concur Expense (but not Concur Travel)
	No

	Integrated with Concur Travel (but not Concur Expense)
	Yes, Optional

	Integrated with Concur Expense and Concur Travel
	Yes, Optional


Section 4:  Overview of the Booking Switch
Integration with Concur Travel Required

This feature can be used only if Concur Request is integrated with Concur Travel. This feature requires that companies use the Starting in Travel process flow. 
· For more information on the process flows, refer to the Concur Request: Overview Guide.
Self-Booked vs Agency-Booked

The booking switch is a decision-making tool. It allows the administrator to define when a trip is self-booked (by the user) or when the trip must be agency-booked. For example:

· If the trip is from the US to anywhere other than the Middle East, then the trip is self-booked. 

If the trip is from the US to the Middle East, then the trip must be agency-booked. 

· If the trip is booked from Europe and the departure time is not within 24 hours, then the trip is self-booked.

If the trip is booked from Europe and the departure time is within 24 hours, then the trip must be agency-booked.
· If the flight is one-way or round-trip, then the trip is self-booked.

If the flight is multi-segment, then the trip must be agency-booked.

Then, if the trip is determined to be self-booked, the user is directed to Concur Travel. 
Then, if the trip is determined to be agency-booked, the user is directed to Concur Request.

The Basic Process – Routing the Request

Basic Flow Chart
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Process

The process always starts the same way – the user enters the trip information into the Concur Travel wizard, for example, using the Air Search tab. In some configurations, the tab may be called Air/Rail Search.
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When the user clicks Search, SAP Concur compares the trip information to the client-defined booking switch criteria. The booking switch determines if the trip is self-booked or agency-booked.
NOTE: If the Air Search tab is called Air/Rail Search, the booking switch will always evaluate the trip search as an air segment. The rail segment rule will be evaluated within the dedicated Rail Search tab. 
Self-Booked - "Concur Travel" Path
If the booking switch determines that a trip is to be self-booked, the user is routed to the "Concur Travel" path, which is:

· The user moves to the next page (search results) in the Concur Travel wizard. The user moves through the wizard, making the appropriate trip selections. During this process, all of the travel rules and options defined in the user's travel configuration apply. 

· In the final step, Concur Travel creates the itinerary, as usual, but does not complete the booking.

· SAP Concur creates the request (in the Concur Request service) based on the itinerary information.

· The user (in the Concur Request service) reviews and edits the request, and submits it to their request approver. During this process, all of the audit rules, forms, and workflow apply as defined by the user's request policy.

· When the request is approved, Concur Travel is notified to complete the booking.

Agency-Booked - "Concur Request" Path
If the booking switch determines that a trip is to be agency-booked, the user is routed to the "Concur Request" path, which is:

· SAP Concur creates the request (in the Concur Request service) based on the itinerary information.

· The user (in the Concur Request service) reviews and edits the request, and submits it to their request approver. During this process, all of the audit rules, forms, and workflow apply as defined by the user's request policy.

NOTE: If the company is configured to send an email to the agency at submit, then an email is sent now. The agency can pre-book the trip.

· When the request is approved, an email is sent to the agency indicating that the agency should now complete the booking.

Criteria Sets
The administrator defines the criteria sets that are used by the booking switch. The switch has one specific purpose – to determine whether the trip is to be booked by the user (in Concur Travel) or booked by the agency (via Concur Request).
NOTE: Booking switch criteria is similar to audit rules in that it is used to analyze trip data and then make a decision; however, it does not use the condition editor; it does not create exceptions – it simply directs the user to the proper booking process.
Note the following:
· The administrator can define criteria for air, rail, hotel, or car segments. No other segment types are affected by the booking switch.
NOTE: For detailed segment information, refer to IMPORTANT - Segments and Travel Wizard Tabs below.

· The administrator can define criteria for one-way trips, round trips, multi-segment trips, or all trips. For example, "One-way or round-trip flights are self-booked" while "Multi-segment flights are agency-booked."
· The administrator defines the place of departure and the place of arrival as a single country, a country group, or the entire world. For example, "Trips from the US to anywhere other than the Middle East are self-booked."
· In this case, you must have a country group named Middle East. For more information about country groups, refer to the Concur Request: Country Groups Setup Guide.
· Actually, the departure and arrival locations work in both directions. When defining criteria such as "From the United States to France," the tool will apply to both "US to France" and "France to US" trips. This way, the administrator does not have to create booking switch criteria for both.
· If defining the time before departure (like "24 hours before departure"), the time is always defined in hours.
· Criteria is group-specific.

· For more information about groups, refer to the Concur Request: Policies and Groups Setup Guide.
· The administrator assigns each criteria set a rank. Each trip is compared to the criteria sets by rank – lowest rank first. The first criteria set that matches the trip defines whether the trip is self-booked or agency-booked. If the trip matches no criteria set, then the trip is self-booked. If two criteria sets have the same rank and if one has Yes in the Self-booked field, it is used for evaluation.
NOTE: Best practice: The lowest rank (like 1) should be assigned to the most specific criteria sets. The higher ranks should be assigned to the most general criteria sets.

· Since requests can include rail, non-standard location management is required (Administration > Request > Locations). 

NOTE: Standard location types are United Nations locations (generally cities) and International Air Transport Association (IATA - airport) locations. Locations other than Standard include rail stations.
· For more information, refer to the Shared: Locations Setup Guide.
· If Concur Request is integrated with Concur Risk Management, risk levels can be part of the booking switch criteria. 
· For more information, refer to the Concur Request: Risk Management Setup Guide.

IMPORTANT - Segments and Travel Wizard Tabs

As mentioned previously, criteria sets can be defined for air, rail, hotel, or car segments. However, not all air, rail, hotel, or car segments are evaluated against the booking switch criteria.
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The segments are evaluated based on the "primary" tab (Air, Car, etc.) used in the Travel Wizard (as described in the following table). 

	Segment
	Is evaluated …
	Is NOT evaluated …

	Air
	ONLY if it is booked on the Flight Search tab (or the Air/Rail Search tab - if your tab is named Air/Rail Search instead of Flight Search)
	

	Rail
	ONLY if it is booked on the Rail Search tab
	If it is booked on the Air/ Rail Search tab 

	Hotel
	ONLY if it is booked on the Hotel Search tab
	If it is booked on the Flight Search (or Air/ Rail Search) tab 

	Car
	ONLY if it is booked on the Car Search tab
	If it is booked on the Flight Search (or Air/ Rail Search) tab 


In summary, only the "main" segment – air on the Flight Search or Air/Rail Search tab; rail on the Rail tab; hotel on the Hotel tab; car on the Car tab – is evaluated against the booking switch criteria, which means the "main" segment determines how the entire trip is to be booked. 

· IMPORTANT: If the booking switch criteria determines that a flight is self-booked, the user is directed to Concur Travel and can select a flight among the search results. Once in Concur Travel, nothing prevents the user from changing the flight search criteria. The user can then book a trip in Concur Travel even if it should have been agency-booked according to booking switch configuration. 
In summary, the trip is not reevaluated against the booking switch criteria when:
· The user changes search criteria later within Concur Travel. 

· The user adds a segment (for example, hotel or car) to an existing itinerary within Concur Travel.

Examples:
· If a user searches for flight, rail, car, and hotel using the Flight Search tab:

· Only the air segment is evaluated against the booking switch criteria. The rail, car and hotel segments are not evaluated.

· If the booking switch criteria determines that the flight is agency-booked, then all segments of the trip are agency-booked. (Since the user is directed to Concur Request, the user no longer has the option to self-book hotel or car.)

· If the booking switch criteria determines that the flight is self-booked, then the user uses Concur Travel to book air. The user can also attempt to book hotel and car. (When the user is done, Travel generates the itinerary and then generates the request - in Concur Request. At that time, any remaining segments are booked by the agency.) 
· If a user searches for hotel using the Hotel Search tab and then later adds a car to the itinerary, the hotel segment is evaluated against the booking switch criteria. The car segment is not evaluated.
· If the user searches for a flight using the Flight Search tab and the booking switch criteria determines that a flight is self-booked, the user is directed to Concur Travel and can select a flight among the search results. If the user changes the search criteria (for example, on the search results page), the booking switch does not reevaluate the new flight criteria.
· If the user searches for a multi-segment flight using the Flight Search tab and any of the segments are determined to be agency-booked, then all segments of the flight are agency-booked.
Section 5:  Enforce Online/Offline Policy – Additional Compliance
There is another feature – Enforce Online/Offline Policy – that is associated with the booking switch.
NOTE: This feature can enforce a requirement to book online by sending the user to Concur Travel to book their trip. It cannot enforce a requirement to book offline. 
Comparison:

· The booking switch evaluates the trip when the user clicks Search in Concur Travel.

· The Enforce Online/Offline Policy feature evaluates the trip when the user clicks Submit in Concur Request.

· Both the booking switch and the Enforce Online/Offline Policy feature use the criteria defined in the booking switch.

NOTE: Only the "main" segment – air on the Flight Search or Air/Rail Search tab; rail on the Rail Search tab; hotel on the Hotel Search tab; car on the Car Search tab – is evaluated against the booking switch criteria, which means the "main" segment determines how the entire trip is to be booked. 

· The booking switch can be used with or without the Enforce Online/Offline Policy feature.

· The Enforce Online/Offline Policy feature can be used with or without the booking switch.

· For more information about the Enforce Online/Offline Policy feature, refer to the Concur Request: Site Settings Setup Guide.
Section 6:  Procedures/Configuration
Enable the Booking Switch
 To enable the Booking Switch feature:

1. Click Administration > Travel.

2. Click Travel System Admin.
3. Locate the desired company.

4. In the Wizard Options section of the travel configuration page, select Enable Request Booking Switch.
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NOTE: Enable Travel Request Integration must also be selected; integration is required in order to use the booking switch feature.

Accessing the Booking Switch
 To access the booking switch:

5. Click Administration > Request.
6. Click Booking Switch (left menu). The Booking Switch page appears.
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· IMPORTANT: All appears in the Delay column if there is no delay time defined.

Adding a Criteria Set
 To add a criteria set:

7. On the Booking Switch page, click New. The Booking Switch Criteria window appears.
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8. Make the appropriate selections.


	Field
	Description

	Segment Type
	Select one of these:
· Air Ticket

· Rail Ticket

· Car Rental 

· Hotel Reservation

	Minimum Risk Level (not shown in sample above)
	This field appears if Concur Request is integrated with Concur Risk Management. 

If so, select the risk level for which the criteria applies.

· For more information, refer to the Concur Request: Risk Management Setup Guide.

	From
	Select one of these:

· World

· Country group - then select the country group

· Country - then select the country

NOTE: The field does not apply to the Hotel Reservation segment type. It will be predefined as “World” and not editable.

	To
	Select one of these:

· World

· Country group - then select the country group

· Country - then select the country

	Delay
	Use this field to define a minimum amount of time between "now" and the departure time.

Enter the number in full hours, no fractions.
Example: If you enter 24 and you set Self-Booked to Yes, then if a user enters a trip with a departure date/time that is 24 hours or less from "now" then the trip becomes self-booked. 
How SAP Concur calculates the time:

· Segment date/time entered by the user minus the user's current date/time ("now")
· Time zones are not considered.
Leave this field blank to not consider time delays.

	Rank
	Enter the rank for this criteria set. 
When the user enters a trip, SAP Concur compares the trip data to all criteria sets - in order by rank, smallest rank number first. The first criteria set that matches the trip defines whether the trip is self-booked or agency-booked.
The rank does not have to be unique. If two criteria sets have the same rank and if one has Yes in the Self-booked field, it is used for evaluation.
Best practice: The lowest rank (like 1) should be assigned to the most specific criteria sets. The higher ranks should be assigned to the most general criteria sets.

	Itinerary Type
	For segment type of Air Ticket or Rail Ticket, select one of these:
· Any

· One way

· Round trip

· Multiple segments
NOTE: The field does not apply to the Car Rental and Hotel Reservation segment types.

	Self-Booked
	Select one of these:

· Yes = Self-booked
· No = Agency-booked

	Applies To
	Select the group configuration(s) to which this criteria set applies.

	Editable By
	Select the group(s) for which an administrator must have administration rights in order to modify this criteria set.

	Active
	Select Yes or No.


9. Click Save.
10. Create more as desired.

Modifying a Criteria Set

 To modify a criteria set:

11. On the Booking Switch page, either:
· Double-click the desired criteria set (anywhere on the line - not just the name). 
– or –

· Select the desired criteria set and click Modify.
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The Booking Switch Criteria window appears.
12. Make the desired changes.

· Refer to Adding a Criteria Set in this guide for detailed field descriptions.

13. Click Save.

Copying a Criteria Set

Instead of creating similar criteria sets, create one and then copy. Edit the copies as desired.

 To copy a criteria set:

14. On the Booking Switch page, select the criteria set you want to copy.
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15. Click Copy. The Booking Switch Criteria window appears.
16. Make the desired changes.

· Refer to Adding a Criteria Set in this guide for detailed field descriptions.

17. Click Save.

Activating/Deactivating a Criteria Set

Instead of deleting (removing) a criteria set, consider deactivating it. Then, if you want to use it again, reactivate it – instead of recreating it.

 To activate or deactivate a criteria set:

18. On the Booking Switch page, select the criteria set you want to activate or deactivate.

19. Click Activate or Deactivate, whichever applies.
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Removing a Criteria Set

 To remove a criteria set:

20. On the Booking Switch page, select the criteria set you want to remove.

21. Click Remove.
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☼
Applies to these SAP Concur solutions:


( Expense�( Professional/Premium edition�( Standard edition


( Travel �( Professional/Premium edition �( Standard edition


( Invoice�( Professional/Premium edition �( Standard edition


( Request�( Professional/Premium edition�( Standard edition








Concur Request: �Booking Switch


Setup Guide 





� DOCPROPERTY  Keywords  \* MERGEFORMAT �Last Revised: March 17, 2022�








xii
List Manager User Guide

Last Revised: March 17, 2022

© 2004 - 2024 SAP Concur All rights reserved.

