
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

QuickStart Guide 
Concur®  Travel 



 
 

Step 1: Make a Flight Reservation 
 

How to… Additional Information 
 

1.   On the My Concur page, click the Flight tab at 
the left side of the page. 

 

2.   Select one of the following types of flight 
options: 
• Round Trip 
• One Way 
• Multi-Segment 

 
If you have a car, hotel, limo, or rail to book without 
airfare, use the corresponding tabs. 

 
 

 

 
 
 

 
 

 
3.   In the Departure City and Arrival City fields, 

enter the cities for your travel. 
When you type in a city, airport name, or code, 
Travel will automatically search for a match. 



4.   Click in the Departure and Return date fields, 
and then select the appropriate dates from the 
calendar.  

5.   If you need a car, select the Pick-up/Drop-off 
car at Airport checkbox. 

You can also select the appropriate Departure and 
Return times and time range. Travel searches 
before and after the time you select. 
Depending on your company’s configuration, you 
can automatically reserve a car, allowing you to 
bypass viewing the car results. After you select a 
vendor and car type, a car is automatically added to 
your reservation. 
If you need an off-airport car or have other special 
requests, you can make these requests on the Car 
Results page or you can skip this step and add a 
car from the Itinerary page. 

  



Step 1: Make a Flight Reservation (Continued) 
 

 

How to… Additional Information 
 

6.   If you need a hotel, select the Find a Hotel 
checkbox. 

 
 
 
 
 
 
 
 
 
 
 
 

7.   To search only fully refundable fares, select the 
REFUNDABLE only checkbox. 

 
You can choose to search for the hotel by: 

• Airport 
• Address 
• Company Location 
• Reference Point / Zip Code (a city or 

neighborhood) 
If you are staying at more than one hotel during 
your trip or do not need a hotel for the entire length 
of your stay, you can skip this step and add a hotel 
from the Itinerary page. 

8.   Select Search flights by Price or Schedule. The forward tab that you see on the search results 
screen will depend on which you select. 

 

9.   Click Search. Depending on your company’s configuration, you 
might be notified that there are non-stop flights, but 
they don’t exactly fit the times you have entered. If 
you want, you can change your search criteria to 
include non-stop flights. 

 
To filter the results, select a column, row, or cell in 
the airline grid at the top of the results screen or 
use the sliding scales on the right. You can easily 
switch between the Shop by Fares tab and the 
Shop by Schedule tab by clicking on the tab. 
You can also click the more like this link, and then 
select either Outbound flight or Return flight to 
view more options for the selected flight. 



Step 1: Make a Flight Reservation (Continued) 

How to… Additional Information 

 

10. Review the search results on the Shop By 
Fares tab, and then click Show Details. 

 

 
 
 
 
 
 
 
 
 

11. Select any light blue (available) seat and 
position the mouse pointer over a seat to see 
the seat number. 

Click show details to expand flight information, to 
view fare rules and, if needed, to add or choose a 
different frequent flier program. Travel 
automatically selects the corresponding frequent 
flier program from the profile, if available. 
To select a seat, click the View Seatmap icon next 
to the flight. A code for seats appears at the bottom 
of the page, showing which seats are available, 
occupied, or considered preferential. 
 

Select preferential seats (highlighted in dark blue) if 
you have preferred status on the selected airline or 
if your travel policy allows you to purchase seats. 
Your frequent flyer number must be in your Travel 
profile.  
Some seats are marked handicapped and can only 
be selected by a travel agent. If you are entitled to a 
handicapped seat, make sure your travel agent is 
aware of your situation.

 



Step 1: Make a Flight Reservation (Continued) 

How to… Additional Information 

 

12. Click the appropriate seat to select it, and then 
click Select Seat. 

 
 
 
 
 
 

13. Once you have made your seat selection, click 
Close. Repeat for all flights. 

 

14. From the Shop By Fares tab, click Reserve to 
select your airfare. 

To change your seat, click the seat you prefer. Point 
to a seat to view the seat number. 
After you select your seat for a flight, you can either 
click Change Seat or select the next flight in your 
reservation. Travel will prompt you to save your new 
seat selection. 
 
 
 
 
Policy information appears next to the Reserve 
button. The Reserve buttons are color coded as: 

• A green Reserve button indicates the fare 
is within policy. 

• A yellow Reserve indicates the fare is 
outside of policy. If you select this fare, you 
must enter additional information. Yellow 
buttons will not appear if your company 
uses Concur Standard. 

• A red Reserve button indicates the fare is 
outside of policy. If you select this fare, you 
must enter additional information and wait 
for manager approval. The trip will not be 
ticketed until it is approved by a manager. 

 
 

 



Step 2: Select a Car 
 
How to… Additional Information 

 

1.   If you selected Pick Up/Drop off Car at 
airport on the Flight tab, you will see the 
results for the car search. 

 

2.   Select the appropriate rental car, and then click 
Reserve. 

If you selected Automatically reserve this car, 
Travel will add your car and then display your hotel 
results. 
 
You can sort the car results to help find your 
selection. 
Yellow diamonds indicate preferred vendors and 
your preferred car type will be selected 
automatically. 
Depending on your company’s configuration, you 
might be able to select In-car GPS system or Ski 
rack under Car booking options on the right. 
Other preferences or car program ID numbers can 
also be added. 

 
 

 



 

 
 
 
 

Step 3: Select a Hotel 
 

How to… Additional Information 
 

1.  If you selected the Find a Hotel option on the 
Flight tab, the hotel results appear after you 
choose your rental car. 

 
You can sort the list of hotels by Preference, 
Price, Rating, Distance and Policy. 

Depending on your company’s configuration, you 
might be prompted to provide the hotel information 
if you are booking a roundtrip overnight stay without 
a hotel. 

 
 

2.   To filter by hotel chain, , enter the chain name 
in the With names containing box next to the 
Sorted by box 

 

3.   Use the filter options to narrow your search by 
Amenity or Chain. 

 
4.   To filter by neighborhood, select the desired 

neighborhoods in the Neighborhood box on 
the right. 

 
5.   Click the more info link for a specific hotel to 

find more detailed information for the hotel. 
6.   Click choose room to view room rates. 

 
7.   When you are ready to reserve your hotel room, 

click the radio button next to the desired room 
type, and then click Reserve. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8.   Review the information on the Rate 
details/Cancellation policy pop-up window 
click to agree, and then click Continue, 

To filter by multiple chains, in the Hotel chain box 
on right, click hide all and then select only the 
chains you want displayed. 
 
 
 
 
A map of hotels appears at the top of the page. 
Your company’s preferred hotels are indicated with 
pink dots. 
 
 
 
 
 
The Reserve buttons are color coded as follows: 

• A green Reserve button indicates the hotel 
rate is within policy. 

• A yellow Reserve button indicates the hotel 
rate is outside of policy. If you select this 
rate, you must enter additional information. 
Yellow buttons will not appear if your 
company uses Concur Standard. 

• A red Reserve button indicates the hotel 
rate is outside of policy. If you select this 
rate, you must enter additional information 
and wait for manager approval. The trip will 
not be ticketed until it is approved. 

You will see a notification if a hotel is outside of 
policy. You can view the type of rate and room, as 
well as other information that is available from the 
agency system. 
A grey or yellow diamond indicates that the hotel 
property is company preferred. 
After clicking the Reserve button, the hotel 
confirmation page appears. 



 

Step 3: Select a Hotel (Continued) 
 

 
 
Step 4: Complete the Reservation 

 

How to… Additional Information 
 

1.   Review the details of the reservation, and then 
click Next. 

 
 
 
 

2.   On the Trip Booking Information page, enter 
your trip information in the Trip Name and 
Trip Description fields. 

 
From here, you can add or make changes to the car, 
hotel as well as change the dates of the flight. . 
Depending on your company’s configuration you 
may be able to add Parking, Taxi or dining at this 
time. 
 

The trip name and description data are for your 
record keeping. If you have any special requests for 
the travel agent, please enter them into the agent 
comments section. Some request may result in 
higher fees. 

 
3.   Click Next. You will see the name and itinerary, along with the 

quoted airfare amount. 
 

4.   Click Purchase Ticket to finalize your trip. 



 

Section 5: Cancel or Change an Airline, Car Rental, or Hotel 
Reservation 
How to… Additional Information 

 
1.   At the top of the My Concur page, click 

Travel. 
 

2.   On the Upcoming Trips tab, click the name of 
the trip you want to change. 

 
Flight changes are available for e-tickets that include 
a single carrier. 
If the trip is already ticketed but has not occurred, 
you can change the time and/or date of the flight. 
Your change options will be with the same airline 
and routing. 
Directly contact your travel agency, the appropriate 
Website, or vendor if you did not book your trip 
using Travel. 

 

 

 
 

 
 

3.   On the Itinerary page, select the portion of the 
trip you want to change. 

From the Itinerary page, you can: 
• Email your itinerary 
• Change seat 
• View Trip History 
• Add, change, or cancel car rental or hotel 
• Share Trip 
• Create Template 
• Clone Trip 
 
 

5.   To cancel your entire trip, click the Upcoming 
Trips tab. 

When you cancel a trip, if your ticket is refundable, 
your ticket will be voided or refunded, as applicable. 
If your ticket is non-refundable, and you cancel it in 
accordance with the airline rules, an e-ticket will be 
retained that you can apply to future trips. 

6.   From the Action menu, click Cancel 
Trip, and then click OK. 



 

Section 6: Action Buttons and Icons 
 

Button/Icon Description 
 Airfare: Click to view your airfare booking information. 
 Car Rental: Click to view booking information for your car rental. 
 Lodging: Click to view your lodging booking information. 
 

 
Multiply: Reverses the exchange rate when working with foreign out of pocket 
transactions. 

 Rail: Click to view your rail booking information. 
 Reserve: Reserves the selected trip details. 
 Seat map: Click to view the flight seat map. 
 

 
 

 
Yellow Diamond: Indicates a company preferred vendor. 

 


