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Concur Online Travel Booking Tool: Booking Air

Prior to booking travel you must complete your Concur Travel Profile. (See the Completing
Your Profile Job Aid.)

1. Log into Concur and select the Travel option from the top header.

2. Select your Travel Type from the drop down.

3. Click the tab for Air/Rail Search.
a. You can search by Round Trip, One Way or Multi-Segment if needed.
b.
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4. Enter your departure or arrival times.

a. The search allows the user to specify the preferred Outbound (departure) time or the
preferred Return (arrival) time. The search can be a broad search (morning, afternoon,
etc.) or a specific search. The box to the far right allows the search window to be
expanded or decreased.

Note: To add a car search select the box next to Pick-up/Drop-off car at airport. To add a hotel
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Helpful Hint: Air Matrix — A great w
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Seat Assignment — You may select View seatmap
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9. Trip Booking Information — On this page,
a. You are given the opportunity to customize your Trip Name and create a Trip
Description.
b. You can Add Comments for the Travel Agent (an additional fee will not be
incurred.)
c. Send a copy of the confirmation to another email address.
d. You'll need to provide the following information specific to the trip.
I. Requisition Number
ii. Fund
ii. Org
iv. Account
V. Program
e. You will designate whether you want to use an unused ticket (if there is one
available) for this reservation.

Trip Booking Information

The trip name and description are for your record keeping convenience. If you have any special requests for the travel agent, please enter them into the agent comments section.

Trip Name Trip Description {optional)
This will appear in your upcoming trip list. Used to identify the trip purpose

Trip frem Houston to Washington

Comments for the Travel Agent (optional)
! s

Note: On this page you can select Hold Trip. The reservation will be held for
approximately 24 hours. The exact time it can be held will be displayed. This does not
guarantee the fare.

10. Select Next.
11. The Trip Confirmation page is the final step. Select Purchase Ticket to complete your
reservation.



