SDSU

How to Book Travel in Concur

Using Concur, you can book your travel starting from the homepage. Complete your

Business and
Financial Affairs

Profile Preferences, accessed through Profile Settings in advance to booking.

Book a Flight
Sﬁu Hormi | Requests | Manage Requests
To book travel, you must Manage Requests

have a completed and
approved travel request.

Request Library

Sacramento Conference Fi {(NEW) Vegas BFA Conference FiY
002024 | COCY 002024 | COET
$1,133.50 $1,900.50
Mot Submitied Approved
Ste 2: The California
State University +
To book flights, go to the e
Flight tab in the Travel Trip Search Alerts
SearCh SeCtion tO the left @ As an employee of CSU Office of the (

of the homepage.

X 8 m 8

“Don't book travel until your request is
approved™

Mixed Flight/Train Search

From @
Departure city, airport o rain station

e

fight now

@ You haven't signed up to receive e-rect

Company Notes

Welcome to Concur Trave
Please take a momen

*DON'T BOOK TRAVEL UNTIL

Enr muinctinne radnasding fravnl snean

My Tasks

m Open Requests
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Business and
Financial Affairs

Step 3:

Enter your search criteria
for departure and arrival.

Click Search.
Show Moare
Ste . Hide matrix  Print / Email
L (5 ]
. . . outhwes laska
Flights will display on the L R sirinss
results page. —
Nenstop 359.76 373.20
. 9 results 7 results 2 results
You can also view the
. 1 stop 368.78
matrix that breaks down atresuss 2 resuits -
the cheapest price by
airline and number of
06:00a SMF - 07:30a SAN Nonstop 1h 30m $359.76
stops. ® Southwest Py
03:30p SAN - 05:10p SMF Nonstop 1h 40m
Preferred Airline for CSU / Least Cost Logical Fare Show all details v
06:00a SMF - 07:30a SAN Nonstop 1h 30m $359.76
@ Southwest o
06:30p SAN - 08:05p SMF Nonstop 1h 35m
Preferred Airline for CSU / Least Cost Logical Fare Show all details v
Step 5:
Select your flight fare and
o View Fares
Nonstop 1h 35m

Show all details v



sgonzales
Stamp


Business and
Financial Affairs

DSU

Step 6

Confirm the flight
information.

Flights are charged
directly to the
University.

Reserving at this point
may incur charges under
your name.

If all looks correct, click
Reserve Flight and
Continue

Review and Reserve Flight
Review Flights

DEPART X Mon, Apr 1 - Sacramento, CAto San Diego, CA
Mon, Apr 1 06:00a SMF — 07:30a SAN 1h 30m Southwest 4210
Boeing 737-700 (winglets)
RETURN ¥ Tue, Apr2 - San Diego, CA to Sacramento, CA
Tue, Apr 2 03:30p SAN - 05:10p SMF 1h 40m Southwest 3025

Boeing 737-800 (winglets)

Method of payment

This purchase will be charged to your company directly.

Hide details ~

Hide details ~

/A This is a Non-Refundable Ticket

Customers holding NON-REFUNDABLE type tickets may USUALLY cancel their journey, and reuse these tickets to any destination in the carrier's system,

within one year following the DATE OF ISSUE (READ THE FARE RULES to be certain this applies). Reservations MUST be cancelled by the intended

(original) departure day. or tickets will be void and have NO value for future use. These rules apply to DOMESTIC ticketing only.
\

By completing this booking, you agree to the fare rules and restrictions and hazardous goods policy.

m Reserve Flight and Continue

Ste

Your flight reservation will
now appear in the Trip
Library tab of the travel

page.

E’_-‘;' Concur Travel v

Travel Trip Library Templates Tools
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Book a Rental Car

Step 1:

To book a rental car, head
to the Car tab under the
Travel Search section on
the Concur homepage

Trip Search

X A/ m K
CarSearch_

Pick-up date
05«'02."2024 12:00 pm
Drop-off date
05«'06."2024 09:45am w

Step 2:

Enter your search criteria
such as where you will be
picking up and dropping
off the car, as well as the
dates you need.

When completed, click
Search.

Car Search

Pick-up date
05«'02."2024 12:00 pm W
Drop-off date
05«'05."2024 0245 am w

Pick-up car at
@ Airport Terminalo Off-Airport
Please enter an airport.

SAMN - San Diego Intl Airport - San Diego, CA

D Return car to ancther location

P More Search Options

Car Type (Select up to 3)

Compact Car -
Intermediate Car

Standard Car

Full-size Car

Intermediate SUV 7
Smoking
Don't care 4
Preferred Car Vendors
Enterprise 3 any vendor -
National [Jalamo*
[ awis*
D Budget* -

Your company preferred vendors will be included in the
search with your preferences.

*Indicates major vendor.
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Step 3:
Pick up: (SAN) on Thu, May 2 12:00 PM Showas | USD v
Vehicles can be selected Return: Mon, May 6 09:45 AM
from the results 1iSt, Hide matrix  Print / Email
All Compact Intermediate Standard Full-size Mini Premium
. . 20 results
The matrix at the top will —
. . 22535 226.95 238.02 24152 356,66 442.77
also list by vehicle type Most refres
aIld carrier. — 22535 226.95 238.02 24152 358.66 442.77
Most Preferred
Sorted By! Policy - Most Compliant
Displaying: 4 out of 18 results. @
Intermediate Car - $37.49 per day (Worldspan)
Automatic transmission Total cost®
> Unlimited miles, Pick-up: Terminal: SAN
Adults: 4, Large bags: 1, Small bags: 2@
(Corporate rate)
Most Preferred Car Vendor for CSU / E-Receipt Enabled @ Location details
Intermediate Car - $37.49 per day (Worldspan)
Automatic transmission Total cost@®
> Unlimited miles, Pick-up: Terminal: SAN
Adults: 4, Large bags: 1, Small bags: 2@ $226.96
(Corporate rate)
Ste . Mot Prafesred Car Vendar for C5U (E-Recspt Enalied g spalion cela
. == Intermediate Car - $37.49 per day (Worldspan
Choose your vehicle by A e
] ] 101 Urdimite Tach-up: Teeminal: SAMN
chckl.ng on the pricing to ﬁ it b T e e B £276.96
the I‘lght. [Corporate rate

Ste

THib Summar Review and Reserve Car
Confirm the reservation P y i
Review Rental Car

: (=) Car Selected
and payment detalls' Enterprise Car Rental
Pick-up: Thu, 05/02/2024
Drop-off: Mon, 05/06/2024 Type Pick-up Drop-off
Intermediate Car Airport Terminal Airport Terminal
Features SAN: San Diego SAN: San Diego
@& Finalize Trip 12:00 pm Thu, 05/02/2024  09:45 am Mon, 05/06/2024

Provide Rental Car Preferences
Your preferences and comments will be passed to the rental car agency.
Comments (30 character max)

Ex: Need early pick-up (10am)

Enter Driver Information

Ensure the name below matches the I.D. you have with you on the day of pick-up. @

Driver

Name: Deja Renee Harry Phone: (916) 896-8010 Email: dharry@sdsu.edu

Rental Car Agency Program Add a Program

No Program selected w
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Step 5:

To book, click Reserve
Car and Continue.

This will take you to a
finalization page with your
confirmation details.

Review Price Summary
Description Daily Rate Dates Total
Enterprise Car Rental $37.49 May 02 - May 06 $226.96*

Total Estimated Cost: $226.96
Total Due Now: $0.00*

* Rental provider's estimated amount. Exact fees unknown. Does not include additional fees incurred during time of travel.
** Remaining amount due at rental location.

m Reserve Car and Continue

Step 7:

Once completed, your car
rental reservation will
appear in the Trip
Library tab on the Travel

page.

t’-';' Concur Travel v

Travel Trip Library Templates Tools
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Book a Hotel

Step 1:

To book a hotel through
Concur, ensure that your
profile contains a Credit
Card entry.

If you have an ATC, enter
it here. If not, you may
enter your personal card
but be aware your card is
liable for any hold and/or
cancellation charges.

Sparsanrd Card

Gredil Cass Husiises

Expiratinn Bate

[FET

Go ba lop

it Dirirle

g 0

Step 2:

On the Concur homepage,
go to the Hotel tab on the
Travel Search section.

Trip Search
X8 B8 L= )

Hatel bearch

Step 3:

Enter your search criteria
for your stay.

You can filter by area and
keywords.

Once complete, click
Search.

Hotel Search
Check-in Date Check-out Date
[rosi06/2024  [7305/07/2024

miles from

Address

®) Reference Poim / Zip
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Certain hotels may offer government/preferred member rates which do not apply to all. CSU employees may use State Government rates. Additional
verification may be required in order to receive the discounted/preferred rate shown.

Ste

Trip Summary

Select a Hotel

. ) Check-in Mon, May 6 - Check-out Tue, May 7 o Ll
Your hotel results will i
_ s Hide Map Print / Email Company Preferred Accommodation
populate. You can further ! Sl e P IR B = v
narrow down the search by b i

& Finalize Trip

. | =)
moving the map or ol
altering the search on the (Grange Semr ~) R/ ©)

' Rosevill
left. 9 P Placerville
Citrus ) radc
Woodland- w 9 Heigkts =
- wﬁ 9 Grizzly Flats
Ry R n@ Sacraliento)s !
Roga Elk Grove
E t Park Vacaville Jackson
Only show resi W Napa )
10 e 2en
hyatt Fairfield
g, . 9 3
) San Andreas
ok ‘ - a Displaying: 9 out of 69 results. @

Sorted By: Preference v

f Price A]
L J 1. Hyatt Regency Sacramento
(Dlsplay Settings ~) 1209 L St, Sacramento, CA95814  Map it o “

LDrmsdum ’ ©0.18 miles Wk % Kk

("roperty Brand

Step 5:

7. Hyatt Centric Downtown Sacramento £145
1122 Tth Street, Sacramento, CA 95814 Map i

Choose the hotel and 9027 miles S
nightly rate. You can see
more details by clicking

the photo icon OR “hotel e i

Wiias Bl chackn (Woldsan) a

details”. B i i vl

Goressmimant Rate 1 King fda Tub Enjoy Ample Space In This Ada-fnendly Plesse cancel 48
7T nours beloew chackin [Worldspar) m
Rates that have a “! O i cncalliton oy ®
SymbOI neXt to them are Gorvemmant Rate 1 King dda She Enjoy Ample Space in This. Ada-friendly Please cancel 28 howrs m

rates that do not comply bebory checkin (Workdeperi) ]

with CSU Travel Policy.

Goret Contractors 1 King Bed Enjoy Plenty Of Work Space In This King Please candsl 45 hours

before checkin (Worldspan) & 278

Gavt Contractors I Queen Beds Engoy Plenty OF Space In This Twoe Bedded Please cancel 48
howrs before checkin (Worldspan) Fiy m
Rules and cancellaton palicy

Giort Contractars | King Ada Tubs Enjoy Ample Space In Ths Ada-friendly Pleais cancel 48 hours
Baforg chackin (Wordipan) Fi%
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Step 6:

Once you've selected your
rate, On the Review and
Reserve page, you can view
the itinerary and payment
method.

Select from the cards in
the dropdown or click Add
a Credit Card.

Review and Reserve Hotel

Review Hotel Room

Hyatt Centric Downtown Sacramento
Governmant Rate 1 King Bed Enjoy Plenty Of Wark Space In This King Please cancel 48 hours before checkin
1 Night | 1 Guest®

Phane
916-371-7000

Address
1122 Tth Streaet

Sacramento, Califormia 95814

Check-out
Tuesday, May 07, 2024

Check-in
Monday, May 06, 2024

United States

* We reserve every hotel room for 1 guest only, regardless of the number of actual iravelers sharing the room. The primary ravele
resarvation for hotel check-in

Provide Hotel Room Preferences

Select a method of payment
The credit card you select will be held to confirm your réservation. You will not be charged in full until your hotel stay

There are no credit cards defined * (7] Add credit card

* Indicates credit card is a company card

Ste

Click to agree to the Rules
and Cancellation Policy
and then click, Reserve
Hotel and Continue.

Accept Rate Details and Cancellation Policy

Please review the rate details and cancellation policy provided Dy the hoted

Hyatt Centric Downtown Sacramento H AL T

Please réview the rate rules and restrictiopebetone continuing

The hotel provided the following intoimation:

48HRS PRIOROR 1 NIGHT FEE- CREDIT CARD REQ
GOMERMWENT RATE 1 KING BED
EpINE D) EMTY OE WOOK COACE UM TIE KIRG.

4 - . FETERETRArTE A r B
Tl - . ¥ ¥ ELET ¥ A Caneellal
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Step 8

%

Travel Details will now
display. At this point, you
may add a car or another
hotel to the booking.

You will also be able to see
your Confirmation #

Travel Details

Fiama s pre Tev

travey Beira AR weraTg e T WO EEET T pagl Clok
A
[CF T PE e b o CHARGRG, = T
Db g The el o vl Rally samsgiaried st pus s Se banr sas o realadly
al Ihe page

Trip Dvervsew

Tiig Masen el Becarseies o LA AMEWSD Ch Fiid
A

—— =]
it Duits s i
Eomginad Bs

Dasi 1 qprasa

dgurey Banerd Lanater 0"
B vil mps e -
Trisl Eniewivel Cons: 100009

Reservations
Wiongiay, May B4, Tt5e
Hyatt Centric Downtown Sactamento

L1232 e Sowat
Savrareeets, Cashorraa $581L

PR

WENT™ o combrass foe

e )

L

ol Thw b

Reservations
MAshEEy, My 06, 2028

@ HYy &I Centric Down lown Saciamenls

Ermghing 0 Man May § Camnwm e WrOSLSRIROAT fuTl

Ersahing Sl S May

Bbbrr b
[

B B
A [warper 1w {warger: owets
Carcrianr Posos

e e e
LS Py Cr | Finghed B = el et M

1+

Aad 03 pour Rnerary

Ste

View your estimated cost.
If all looks correct, click
Next to continue

Total Estimated Cost

Hotel:
Total Estimated Cost:

$145.00 USD
$145.00 USD

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.

N

CD

Al

X
Click Next to continue
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