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This guide will show you, step-by-step, how to make air, car, and hotel reservations on
Concur Travel.

Always confirm that there are funds in the FOAP or Auxiliary account you will be
booking travel to. Complete a budget transfer if necessary. DO NOT book travel
until sufficient funds are available.

LOGGING IN TO CONCUR
1. Log into Concur Travel with your work email address and password,
WWW.CONCURSOLUTIONS.COM

CONCUR

Sign In

User Name

Password

Forget your user name?

Forgot your password?

@ Change language
| Engish (US)

CONCUR

® Copyright 2016 - Concur - All Rights Reserved
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2. From the Concur home page, look to the Trip Search section on the left side of the
page. Concur Travel can be used to book airfare, rail, rental cars, and hotels for

your business trips.

TRIP SEARCH

£ =5 = 8 O
Mixed Flight/Train Search

Round Trip One Way

From g

To &

Show More

Or, tell us in your words what you want to do

& Booking for myself | Book for a guest

e.g. flight from Mew “York to Paris on Tuesday

Mutti City

You can book airfare, rental car, and hotel during the same search by clicking the
Show More link under the Search button within the Trip Search section. To only
book one detail of the trip — such as airfare — use the corresponding tabs along the

top of the Trip Search.

ENTERING YOUR TRAVEL SEARCH CRITERIA

Mixed Flight/Train Search (Show More Selected)

3. Select one of the following types of flight options: Round Trip, One Way, Multi-

Segment.

4. Inthe From and To fields, enter the cities for your travel. When you type in a city,
airport name, or airport code, it will automatically search for a match.
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Mixed Flight/Train Search

Reound Trip One Way hutti City

From €

Burbank, CA - Burbank Glendale Pasadena Arpt
To €

San Francisco, CA - 3an Francisco Intl Arpt

Eind an 3iroort

Depart &

Return &

5. Click in the Depart and Return date fields, and then select the appropriate dates
from the calendar. Also, select the appropriate depart and/or arrive times. The
system will search before and after the times you select based on the +/- number
of hours selected in the dropdown boxes.

Depart €

depart ¥ || 0%:00am ¥ || 3 ¥ e

Return

depart ¥ |[0300pm ¥ || £33 ¥

6. Click the arrow to the right of the time window to see a graphical display of
nonstop flights available for the routing and date you have selected. This allows
you to adjust your search criteria if necessary to see/reserve nonstop flights.

Depart €
[EH 0512016 || depart ¥ || 0%:00am ¥ || 23 ¥ -
24 hour range refresh graph
YT i L i o
| | | | | | | | B | | [ |
Return €
EE 0512016 || depart ¥ || 02:00pm v [[22 ¥ hd
24 hour range refresh graph
YT R, L e o
| [ | | [ | | I | | [ |

7. To book a rental car during this search, select the Pick-up/Drop-off car at airport
checkbox.

Pick-up/Drop-off car at airport
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8. To book a hotel stay during this search, select the Find a Hotel checkbox. You
can choose to search for the hotel by Airport, Address, Company Location, or
Reference Point/Zip Code (a city or neighborhood). You can also expand your
search by changing the number of miles in the distance box.

———————
Find a Hotel

Find hotels within |5 | Distance Unitz miles El of
_! Airport _! Address

_! Company Location @ Reference Point / Zip Code

Reference Point / Zip Code
(e.g. ‘Statue of Liberly’, "90210° or "Alexandria, VA')

D With names containing:

9. Inthe Search flights by section, select how you first wish to review the airfare
results either by Price or by Schedule. We recommend you search by Price.

Specify a carrier g

Refundabile cnly air fares

10.Then Click the Search button.

RESERVING A FLIGHT

11.A list of flight options sorted by fare will generate on your screen. To view a grid
(matrix) summarizing your airfare search results, click on the Show matrix link at
the top right. Click on the Baggage Fee Policies link below the Show matrix link,
to view baggage fees costs for each carrier. Make sure to include those fees on
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your Trip Request form.

BURBANK, CA TO SAN FRANCISCO, CA Print / Email
TUE, MAY 10 - WED, MAY 11

Show fare display legend

Show matrix
aggage Fee Policies

Shop by Fares || Shop by Schedule Sorted By: | Policy - Most Compliant ¥
Displaying: 130 out of 130 results. << Previous | Page:1 of 13 | Next>> | All
10:03a BUR 11:34a SFO Nonstop 1h 31m £312.20
N United =
03:19p SFO 04:37p BUR MNonstop 1h 18m
Lo X e Flight details v
07:00a BUR 08:26a 5FO Nonstop 1h 26m £312.20
N United =
01:53p 5FO 03:11p BUR Nonstop 1h 18m
SO Flight details v
BURBANK, CA TO SAN FRANCISCO, CA Rl R
TUE, MAY 10 - WED, MAY 11
Hide matrix
N e A k¥ *
Al United Southwest Delta American Multiple
130 results Airlines
Nonstop 312.20 _ _ _ _
4 results 4 results
1 stop _ 372.19 1,055.20 365.20 455.70
29 results 3 results 3 results 4 results 19 results
2 stops _ _ _ 369.20 464.20
97 results 75 results 22 results
Show fare display legend Baggage Fee Policies
Shop by Fares || Shop by Schedule Sorted By: | Policy - Most Compliant ¥
Displaying: 130 out of 130 results. <<Previous | Page:1 of 13 | Next=> | All
10:03a BUR 11:34a 5FO Nonstop 1h 31m £312.20
N United g
03:19p SFO 04:37p BUR Nonstop 1h 18m
OO Flight details v

12.The yellow diamonds indicate this is a preferred State of California contracted
vendor.

To filter your results, select a column, row, or cell from the matrix. For example, to
view only the nonstop flights click the Nonstop cell. To view only Southwest
flights, click the Southwest cell.
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Once you click on Southwest, click View Fares for the flight you wish to reserve
and the 3 different fares will display. The “Wanna Get Away” fares are non-

refundable but reusable. The “Anytime” fares are fully refundable and the

“Business Select” fares are considered first class or premium types of fares.
“Business Select” fares are not allowable if airfare is being paid for or reimbursed

by the District.

07:35a BUR 08:55a SFO
FZ Southwest

02:15p SFO - 07:40p BUR

&Q

Depart: Burbank, CA (BUR) - San Francisco, CA (SFO) Tue, May 10

Burbank Glendale Pasad... (BUR)

Egg Southwest Depart: Tuesday, 07:35a

i #3m76

Stops: 0 Duration: 1h 20m  Wanna Get Away: M

« WVanna Get Away
$157.00

Anytime
$206.69

Business Select
$233.00

Return: San Francisco, CA (SFO) - Burbank, CA (BUR) Wed, May 11

San Francisco Intl Arp... (SFO)

Egg Southwest Depart: Wednesday, 02:15p

i #3113

Stops: 0 Duration: 2h 00m  Anytime: ¥

Sky Harbor Intl Arpt (PHX)

Egg Southwest Depart: Wednesday, 06:20p

e #3736
Stops: 0 Duration: 1h 20m  Anytime: ¥ 232

« Anytime
$215.19

Business Select
$241.50

206 lbs C(

232 Ibs CO;

Nonstop 1h 20m

1 stop PHX 5h 25m

San Francisco Intl Arp... (SFO)
Arrive: Tuesday, 08:35a

Sky Harbor Intl Arpt (PHX)
Arrive: Wednesday, 04:15p

Burbank Glendale Pasad... (BUR)
Arrive: Wednesday, 07:40p

From $372.1

9

Hide details

A

If you need to change your flight search, or filter your results, you can do so by

using the toggle bars on the left side of the screen.

Please note that on the left hand side of the screen is a trip summary that is
geared to assist you in following the necessary steps when booking your trip.
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Trip Summary

@ Select Flights or Trains

Round Trip

BUR - SFO
Depart: Tue, 05/10/2016
Retum: Wed, 05/11/2016

Select a Car Remove

Pick-up: Tue, 05102016
Drop-off: Wed, 05/11/2016

Select a Hotel Remove

Mights: 1
San Francisco, CA

Check-in: Tue, 051072016
Check-out: Wed, 051172016

Change Search w

Depart - Tue, May 10 ~

o o
Depart 0650 A-11:50 A

o o
Arrive D826 A-0T36P

13.0nce you are ready to make your selection, select the fares and click the green
Select button.

Select @
Hide details ~

14.0nce you have reserved your flight you will be brought to the Review and
Reserve Flight screen. This will allow you to confirm that you selected the right
flight, confirm that you are booking for the right person, select your seat (if an
option for your flight), review charges, review and accept the restrictions and rules,

and book the flight. There will be a screen similar to this after each step in booking
the trip.
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Review and Reserve Flight
REWVIEW FLIGHTS

I:lepart: Burbank, CA [BUR) - San Francisco, CA {SFOY Tue. May 10

ited Burbank Glendale Passd... (BUR) San Francisco Intl Arp._ (5FO)
a :';1:;5 Depart: Tuesday, 10032 Arrive: Tuesday, 11-34a

s 0 Duratione 1h 31lm Economy: &

Retum: San Francizeo, CA (SFO) - Burbank, CA [BURY  Wed, iy 11

: San Francisco Intl Arp._ (SFO) Burbank Glendale Pasad... (BUR)
a :T_E’: Depart: Wednesday, 03:19p Arrive: Wednesday, 04:37p
Stops: O Duratiorc 1h 18m  Ecorcmy: Y Canadair Regional Jet

ENTER TRAVELER INFORMATION

Ensure all raveler information below is comrect. @

Primary Traveler Edit | Review all
Mame: Angsla Anne Musial  Phone: 851-TZ28300 | 2oae

0
g
q

Frequent Flyer Programs Add a Program
For Uinlted

| Mo Frogram seleched - |

SEAT ASSIGNMENT

Make your frip more enjoyable by selecting your seats now. Otherwise, Concur will reguest them for you.

REVIEW PRICE SUMMARY
Description Fare Taxes and Fees Charges
Airfare $284.18 $48.02 331220
Total Estimated Cost ; $312.20
Total Due Now: $312.20

METHOD OF PAYMENT

This purchase will be charged o your company directly.

This is a Mon-Refundable Ticket

Customers holding NOMREFUNDAELE type Sckets may

ome year following the DATE OF I22UE (READ T

day. or Sckets. will be wold and Rave NO valse for fobone pse

By completing this booking, you agree o the fare rules and restricions and hazardows goods policy.

Reserve Fight and Continue

15.1In the Review and Reserve Flight screen you can select your seating
assignment. Simply click on the button that says Select Seats. This will bring up a

seating map of the plane.
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Seat Map

United #5803 / ETW / Burbank Glendale Pasadena Arpt (BUR) - San Francisco Intl Arpt (SFQ)

L 20A Window seat

o (xERUOOO000L/EELE
L
s (EEO0000000naEE
A (JMAALO00OO0E ..
[l Available [ ]occupied or Unavailable [ selected A Exit row No seating @

ﬂ Preferential @ [] Preferential
[ Paid preferential @ [/ Paid preferential

! Preferred seats may not be visible until flights are booked.

16. Select a seat by clicking on the blue seat location. Once selected it will turn orange
with a person icon. Confirm your seat selection by clicking the Select Seat button,
and then Close once it has been processed. You will then be taken back to the
Review and Reserve Flight screen to reserve seats on any additional flights.

SEAT ASSIGNMENT

Make your trip more enjoyable by selecting your seats now. Otherwise, Concur will request them for you.

Flight Route Seat”

United 5303 BUR: Burbank Glendale Pasadena Arpt

SFO: San Francisco Intl Arpt || BIETEE

United 5786 SFO: San Francisco Intl Arpt Choose
BUR: Burbank Glendale Pasadena Arpt

the next best seat, based on your preferences.

* Seat assignments are subject to change up until time of departure. If for any reason the airline cannct confirm your first seat selection, we wil automatic ally submit & reguest for

17.Next, select Reserve Flight and Continue to proceed with reserving your trip.

Note: Trips will not be booked until your Dean/VP approves the trip in the Concur
system.
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Reserve Flight and Continue

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

RESERVING A RENTAL CAR

18.Next, you will see your rental car search results if you checked the Pick-up/Drop-
off Car at Airport checkbox.

19. Similar to the flight search, a matrix summarizing your search results will appear at
the top of the page. Compact cars are preferred, except when there are three or
more traveling. In these circumstances, a mid-size car is allowable.

B = A o e e e
Hide matrix
All iy e s i i i
13 results Compact Car | Intermediate Car | Standard Car | Standard Convertible | Full-size Car | Premiu
T 31.46 31.46 34.60 65.01 34,60 65
¢ ¢ ' ' ' ' ' |

4 1 3
Displaying: 13 out of 13 results, =< Previous 1 2 Next == | All

20.To filter your results, select a column, row, or cell from the matrix.

21.You can find rental location, hours, and contact information by clicking on the
more info link.

22.You can see the capacity of the vehicle by clicking the magnifying glass under the
picture of the vehicle.

Total cost $105.65¢ §
” ===

Compact Car (Sabre) ¢ ¢ s E-Receipt Enabled @ more info Snterprise
$33.00 per day Jniim t_i;_':lej_ o
(Corporate rate) Automatic transmissio -

23.Select your appropriate rental car by clicking the green Select button.

24.0nce you have reserved your Rental Car you will be brought to the Review and
Reserve Car screen. This will allow you to confirm that your selections were
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correct, provide preferences, confirm that the driver information is for the right
person, review charges, review and accept the restrictions and rules, and book the

flight.

25.Next, select Reserve Car and Continue to proceed with reserving your trip. Note:
Trips will not be booked until your Dean/VP approves the trip in the Concur
system.

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

Reserve Car and Continue

RESERVING A HOTEL ROOM

26. If, when entering your search criteria, you checked the Find a Hotel checkbox:

You will see your hotel search results. A map will display with your first screen of
search results in relation to the location you selected/entered as part of your
search criteria.

TUC, TR 1T 7
T __'I b = = g ¥ gy 2N |- - T N - "E' — I
« N> (® @ | Automatic Miew Eark > e g
v ak =
” - oo ¥ > = |
R i N 7 Holgr % T o o o |
:‘u.?"b Crots e g (gg'».ﬂ" W.Sd4th St WSdthst T |
& - Cemeteny u":r? e W Slauson Ave =
Marina del R & ; W B 3 o =
& i g:-..m::f/ H{E'-“h ;:E : F W Gags Ave |
% 'U\H!'rl";’q;e e e CEn!,:nE]a é E |
k- Playa Vista EJ \"““-Qn_ i W Florence Ave % W Fruren-:e|ﬁ.ue El
7 Rz |
nSt 3 505 |
; e B [0 313 [5]
E_ e L il d @ E E 2
o & < Aiihglewao L w E £sl
.}-‘5- Phwy Wi L gangeles Hollywood b E \t E
%, \Westchester T intbrnatio q =N Park o= W92nd 51 = |
<! Airport] 9 o face Z B b
£ Track z a W Cantury Blvd. g
o = | |
£, v g Westmont gms |
-3 @ u | |
@-'g b Q;-.q__w_lmpeual \ &_then:._,éﬁ-_.__qg
@, B R NSNS I—'-HI
= West Athens Wiaothst =
El Sequndo o i
|- fl—Hawtiome ¢ couno eiva [& |
|ia |
< £ {13
B, 5 i3 W Rasecrans-Ave = { | ——
o 1 b=, | | il
s ) = . Lawndale = L
“.‘;, ':g \2 Marine Ave o= A |
= B : i 1miles & | 2Mlgst|
H ] Alondra Parl
b blﬂg Manhattan Beach z 3 E\ ® 2014 Microsoft Corporation @ ﬂﬂ. T.Iukra |
— (St | A B The [EUREE “Gardena | £
iew map legen
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27.You can sort the list of hotels by Preference, Price, Rating, and Distance. The
default is set to display the hotels from the lowest price to the highest price. You
can also search for specific hotels using the With names containing field.

View map legend

Sorted By: | Price - Low to High El With names containing:

28.1f needed, you may use the options on the left side of your screen to filter your
results further, such as by Neighborhood, Hotel Chain, Hotel Amenities, etc.

Neighborhood ~ ||| Hotel chain ~
@ chain ) Superchain
-~

[ ashwood Park (2) A
I:‘EI Cent 1 A DBaymunt Inng (1)

everly Center (1) = [CIest value Inns (2) 3
[ Bruce's Beach (1) [CIpest western (4)
I:‘Centinelﬂ (1) [Cecandiewood Stes (1)
[Cclarkdale (2) [ comfort inns (2)
[Ccutver west (1) % Courtyard (3}
DDEI Aire (1) DCruwne Plaza (2}
D X Days Inn (1)
DDU"'""t”""" (1 [CDoubletree (4) -
_Duwntuwn Long Beach (1) - Check All | Reset
Hotel Amenities ~

[T Breakfast (s5)

D Broadband Internet (65)

D Business center (53)
Convention center (0)

D Dry cleaning (54)

D Fitness center (43)
Game room (0}

D Golf course (12)

glnduur pool (45) -

m

Hotel amenities may change over time and
without notice. Mot all hotels have provided their
amenities list.

29. Scroll through the site to view all of the hotels. To view more hotel selections, click
the Next button on the bottom of the screen. Once you have found a couple of
different hotels, you can click compare and add them to a compare list.

1. Westin Long Beach - >

333 E Ocean Bivd from

Long Beach, CA 90802 $1 20

No Photos 17.54 miles | view map
rate this hotel

J{ E-Receipt Enabled more info | compare choose room »
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30.0nce you have your compare list, you may click more info for information on the
hotel, such as, directions, attractions, amenities, and all the information you would
normally find on the hotel’'s website. You can also click on the image to view
images of the hotel or virtual tours, if available.

/€ Hotel Detail - Windows Internet Explorer E@
| https://www.concursolutions.com/twPopup/hotel_details.asp?popuptype=hotel&ct % |

Hotel Detail

WESTIN LONG BEACH \WESTIN

STREET ADDRESS PHONE NUMBER
333 EAST OCEAN BLVD 1-562-436-3000
LONG BEACH CA 90802 FAX NUMBER

1-562-426-0176

Description
-FULL SERVICE -HOTEL

YEAR BUILT - 1988 YEAR REMODELED - 2013

ADDITIOMAL PROPERTY DEECRIPTIOM -

HALFWAY BETWEEN LOS ANGELES INTERNATIONAL AIRPORT AND
ORAMGE COUNTY AIRPORT.. THE WESTIN LOMG BEACH 18
REMOWNED FOR BOTH ITS CONVENIENCE AND BEAUTIFUL
LOCATION. ONLY A MILE FROM THE BEACH.. AND AFEW

MINUTES FROM THE MEW AQUARIUM OF THE PACIFIC.. GUESTS
CAN EXPERIENCE THE BEST OF CALIFORNIA. AT THE WESTIN
LONG BEACH.. OUR STAFF 12 HERE TO HELP YOU. OUR
DEDICATED ASSOCIATES WILL HELP YOU ARRANGE YOUR NEXT
EVENT I OME OF OUR VARIOUS MEETING ROOMS . INCLUDING
OQUR CENTENNIAL BALLROOM.. WHICH CAN HOLD OVER 1500
PEQOPLE. ENJOY A DELICIOUS MEAL AT QUR NEWLY RENOVATED
RESTAURANT.. THE GRILL. MOST OF OUR 469 GUEST ROOMS AND
SUITES OFFER STUNNING HARBOR VIEWS. EACH ROOM BOASTS
OUR SIGNATURE HEAVEMNLY BED. WITH A PILLOW TOP MATTRESS
AND FIVE PILLOWS

General Room Information

ROH -
MAX OCCUPANCY - 4 -

& Internet | Protected Mode: Off 3 v HK100% -

31.Click the Choose Room link for a specific hotel to find more detailed information,
including room types and room rates.

32.When you are ready to reserve a hotel room, select the appropriate rate and click
the Select button.

2, Days Inn San Francisco Dtwn/Civi...

465 Grove St from
San Francisco, CA 94102 $81
0.51 miles | view map
rate this hotel

more info | remove hide rooms «

$ 8 ,1 Aaza Membership Discount - 1 Queen Bed Mon-smoking Room With Free Continental Breakfast, Free Wi-fi, Refrigerator And Microwave (Rate Code:
NQ1534) (Sabre)

MQ15G3) (Sabre)

H $ 8 ,1 State Gowt Rate - 1 Queen Bed Mon-smoking Room With Free Continental Breakfast, Free Wi-fi, Refrigerator And Microwave (Rate Code:

mmm  Dest Available Rate - 1 Queen Bed Mon-smoking Room With Free Continental Breakfast, Free Wi-fi. Refrigerator And Microwave (Rate Code:

=]
="
bl
m
o
&

f Cancellation policy

33.Review the information on the Review and Reserve Hotel screen, especially the
Accept Rate Details/Cancellation Policy section. Click on the | agree to the
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above hotel’s rate rules, restrictions, and cancelation policy box, and then
click Reserve Hotel and Continue.

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hotel.

Days Inn San Francisco Dtwn/Civic Center E@n

Please review the rate rules and restrictions before centinuing.
The hotel provided the following information:

RATE: USD 81.00
TOTAL RATE: 93.56 USD
EXTRA PERSON: £10.00

#| *| agree to the hotel's rate rules, restrictions, and canc ellation policy.

Reserve Hotel and Continue

COMPLETING YOUR RESERVATION

34.Review the details of the reservation on the Travel Details page. If necessary,
change any element of your trip by clicking the appropriate change link along the
left side of your screen. Remember, any airline changes other than cancellations
must be called into the travel agency once your reservation has been approved
and ticketed. When ready, click Next.

TRIP OVERVIEW

I want to... Trip Name: Trip from Los Angeles to Atlanta (41t Add to your Itinerary
Ertieran Start Date: June 01, 2016 O o @ oo
End Date: June 05, 2016
Created: April 20, 2018, Sheri Langaman (Modified: April 20, 2016) E Parking a Wi-Fi

Description: (Mo Description Available) Edi
Agency Record Locator: XQIVIH
Passengers: Sheri Marie Langaman

Total Estimated Cost: $1,123.86 USD [Details)

This trip requires approval.
The deadline for approval is: 04/21/2016 9:00 PM Pacific

Change freguent fly er program

35.0n the Trip Booking Information page, enter the trip information in the Trip
Name and Trip Description fields.
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Trip Booking Information

This is your trip details.

The trip name and description are for your record keeping convenience.

Trip Name Trip Description (optional)
This will appear in your upt oming trip list. Used to identify the trip purpose

36.You will then need to enter the FOAP numbers into the 4 boxes seen below. It will
not let you proceed without all of the FOAP information. If your trip is being
booked with Auxiliary funds, enter the “Aux” into the Fund box and NA into the
remaining fields.

Fund (5 digit numeric ) [Required] Organization (> digit numeric ) [Required]

Account | 4 digit numeric ) [Reguired] Program (6 digit numeric ) [Required]

37.Click Next to proceed with your reservation.

Review the information on the Trip Confirmation screen. As stated: To
COMPLETE BOOKING, please press the Confirm Booking Button after
reviewing this page. To CANCEL, press the Cancel button.

Trip Confirmation

To COMPLETE BOOKING, please press the "Confirm Bocking” Button after reviewing this page.
To CANCEL, press the Cancel button.

After you complete this booking, it will De reserved; however, it will not be ticketed until it is approved by your company.

TRIP OVERVIEW

Trip Name: Test Trip

Start Date: May 10, 2018

End Date: May 11, 2016

Created: May 03, 2018, Angela Musial (Modified: May 03, 2016}
Description: Trip booked to test concur instructions
Fund (5 digit numeric): 00000

Organization (5 digit numeric): 14020

Account ( 4 digit numeric): 5200

Program (6 digit numeric): 677000

Agency Record Locator: YWVUKJQ

Passengers: Angela Anne Musial

Total Estimated Cost: $608.53 USD

This trip requires approval.
The deadline for approval is: 05/04/2016 9:00 PM Pacific
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38.Click the Confirm Booking>> button to send an email with the trip details to your
Dean/VP notifying them of their required approval. Note: Prices are only
guaranteed for 24 hours after you confirm booking and the information is sent for

approval..

T

39.0n the Finished screen your itinerary appears again, with the trip information just
entered, for final review. Your trip will be finalized after it has been approved by

your Dean/VP.

Finished!

You have successfully booked your trip!

Trip Record Locator : YVUKJQ

This trip is awaiting approval and must be approved by: 05/04/2016 09:00 pm Pacific

It will be automatically cancelled if it is not approved by that time.

The itinerary will not be ticketed until your travel manager has approved the trip.

Your itinerary has been saved. CalTravelStore (State of CA RX0F) will service your itinerary.

Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice.
Airfare must be ticketed by an agent by: 05/04/2016 11:00 pm Pacific

Travel Contact Information
B7T7-454-3785

40.0n the bottom of the Finished screen you will have the option to Print or E-mail
your itinerary, as well as return to the Travel Center Screen.

Your itinerary has been saved.

Print Hinerary E-mail Itinerary Return to Travel Center

The e-mail your Dean/VP will receive will look something like this:
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Traveler:: Sheri Langaman
Description: TRIP FROM LOS ANGELES TO ATLANTA

Note: This trip requires action on your part (approval or rejection) before it is finalized or ticketed.

4/21/2016 9:00:00 PM

This trip must be approved by: 04.21.2016 9:00 Pacific time (04.21.2016 3:00 Pacific time)

It will be automatically cancelled if you do not approve it by that time

Please login to Concur Travel and Expense or follow the instructions below to approve or reject this trip.

To approve or reject this trip via e-mail use the reply function in your email program to send it back for approval or rejection (email address is TravelWizardApprovals@concursolutions.com).
To approve the trip, put an [A] in the brackets where indicated below or reply with the word "Approve’ as the first word of your reply
To reject the trip, put an [R] in the brackets where indicated below or reply with the word 'Reject’ as the first word of your reply

Approve Trip [] ( Enter A to Approve )
Reject Trip [ ] ( Enter R to Reject)

TRIP FROM LOS ANGELES TO ATLANTA

Travel Booked By: Sheri Langaman

Itinerary Rule Violation
All trips - Require Approval

( ;.GOV

Trip Name: Trip from Los Angeles to Atlanta
Start Date: June 01, 2018

End Date: June 05, 2018

Created: April 20, 2016, Sheri Langaman (Modified” Apnl 20, 2016)
Description: (No Description Available)

Fund (5 digit numeric): 00000

Organization (5 digit numeric): 00000
Account ( 4 digit numeric): 0000

Program (6 digit numeric): 000000

Agency Record Locator: XQIVIH
Passengers: Sheri Marie Langaman

Total Estimated Cost: $1,123.86 USD

This trip requires approval.
The deadline for approval is: 04/21/2016 9:00 PM Pacific
The trip will be autematically cancelled if it is not approved before the deadline.

CalTravelStore (State of CA RXOF)
CalTravelStore

707 3rd street 3rd Floor

\West Sacramento, CA 34608

They will need to reply and put an “A” for accepted or an “R” for rejected. It takes
a few minutes for the system to register once the Approver replies.

The Traveler and Approver will receive confirmation e-mails after the Approver
replies and the online system will auto update with the response.

Date: Wed, May 4, 2016 at 5:08 AM
Subject: Your request Test Trip' was rejected.

Your request Test Trip’ was rejected.
Details can be found below. You can access this request via the web site and resubmit the request or withdraw it.
Rejected via EMail on Wednesday, May 04, 2016 at 09:08 am Pacific Time by: Mina Hernandez

This is a system-generated email. Please do not reply

Trip Name/Description Status Start Date End Date Action

Trip from Los Angeles to Atlanta (XQIVIH) Rejected
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41.0nce your trip is approved in Concur, complete a Trip Request Form. Attach the
Concur Itinerary and all other supporting documentation (ex. hotel credit card
authorization form, registration info, etc.).

42.0btain all necessary approval signatures on the Trip Request Form, then forward
to the Purchasing and Contracts Services (PACS) department for processing.

Purchasing will confirm receipt of the completed form and supporting
documentation, receive budget check and approval from business services, then
processes the credit card authorization and other necessary items. Next
Purchasing adds the trip to the Travel Authorization Report on the next Board of
Trustee’s meeting and uploads a copy to the M drive within 48 hours (M drive >
Business Services Shared Data) once approved.

UPON RETURN OF YOUR TRIP

43.Upon return of trip, complete and submit a Request for Travel Reimbursement
Form with supporting documentation (ex. Board approved Trip Request Form,
Hotel Folio, Receipts, etc.), then forward to Business Services no later than 30
days from the last day of travel.

Accounting will confirm receipt of the completed form and supporting
documentation, then process and forward the traveler a check for reimbursement.
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