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Concur Travel Booking Tool – Job Aid for Participants/Fellows 

IMPORTANT TIP:  

 Before beginning the booking process, make sure your Concur Profile is up to date.  Click 

on Profile and then Profile Setting: 

 

Once your Travel Request has been approved, you will receive an email notification that 

your trip is ready to book and the Travel Request will appear as READY TO BOOK on the 

Concur home page.  Click on the Ready to Book block and then click the Book Travel button 

to start the booking process for this trip: 
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IMPORTANT TIP:  Be sure to review the Company Notes for helpful information. 

NOTE: 

 A red asterisk * indicate a required field.  

 Grey question marks are Tool Tips to assist you. To see the Tool Tips, hover your cursor 

over the .  

 

Start Booking Travel Arrangements 

1) Select Travel Type, then PARTICIPANT Travel:  
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2) Booking for myself - To book airline travel, click on the Plane/Train  icon tab, 

where you will book air, train, car rental and hotel in one reservation. If you are booking 

only car rental, hotel, or train, select the appropriate icon tab. 

 

TIP: Click the  for Quick Help if needed: 

 

3) Mixed Flight/Train Search: 
a) Click on to select either Round Trip, One Way or Multi-City. 
b) Enter the departure/origin airport in the From field 
c) Enter the arrival/destination airport in the To field 
d) Enter the Depart date, depart, and time frame for departing search 
e) Enter the Return date, depart, and time frame for arrival search 

TIP: For help finding airport, see the yellow arrow.   
f) Car Rental - For renting a car, select the two boxes (blue arrow) and ensure National 

and Intermediate are showing in the pick list. 
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g) Hotel - To include a hotel in the search, check the Find a Hotel box and enter 

reference point (i.e. airport) and range (miles) for search  

h) Click the Search button: 

 
4) Next the system will display the search results as a matrix of carriers with available flights 

based on the origin to destination; rows indicate flights as Nonstop, 1 stop and 2 stops:
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5) Search for desired flights -  The lowest fare within reason must be selected.  Click View 
Fares button. 

 
 

TIP: Green check marks indicate the flight is in accordance with ORAU’s Travel Policy.  

Yellow exclamation marks means the flight triggers an audit rule and manager approval 
is required.   

 
6) After determining your desired flight, click the button with the allowable fare rate.

 



 

Job Aid - Concur Booking Tool        March 2021 

7) The system will provide a REVIEW PRICE SUMMARY of the airfare ticket, as well as the 

ticket rules .  Next, click the Reserve Flight and Continue button. 

 
8) Next, the page will display your Trip Summary on the left (note Car Reserved) and the 

allowance for Lodging Rate, Meals Rate, and Incidentals Rate on the right.   
 
*It is important to stay within the allowable rates available for government funded travel.   
*If you are lodging in a different city from your airport destination, the location for hotel per 
diem will need to be updated to city of lodging. 

 
9) Next, the system will display a map of the area with the available lodging locations 

identified by numbered flags at the top of the page.  Click on the flags to view the hotel 
information. 
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Displayed at the bottom of the page are the available hotels by price.  Note the mileage from 
the selected reference point and the star rating: 
 

10) Click View Rooms for details: 

 
11) The View Room will display details regarding the available room options.  The green 

checkmark means the cost is within ORAU policy. The  icon indicates manager approval is 

required and the    icon indicates not allowed. 

 
12) Select an allowable rate (indicated by green check mark ) to see the Review and 

Reserve Hotel summary info and the Review Price Summary: 
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13) After reviewing information/summary provided, click Reserve Hotel and Continue: 

  
14) A full review of your booking will display.  If accurate, click Next>> and follow the prompts 

to complete the process.  Make sure you complete all steps. 

 
 Once the ticket has been issued, you will receive a confirmation from our travel agency 

along with your e-ticket.   
15) If only booking a hotel and/or car rental is needed (no airfare), click on the appropriate 

icon, enter the required information and click Search: 
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16) Rental Cars should be booked with National or Enterprise to receive our negotiated rate 
that includes limited insurance.  Click the blue Total cost button to start your car rental 
reservation. 

 
17) Next, the Review Price Summary will display the rental car details and the info below.  

Click on the Reserve Car and Continue to complete the booking. 

 
FOR MORE TIPS - Visit the SAP Concur App Center for some great tools to make your travel life 
easier and better!  
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