SAP Concur

Booking a Flight

SAP Concur makes it easy to book flights for an upcoming trip.

1. From the SAP Concur home

page, select the Flight tab. $AP Concur &
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2. Enter your searchcriteria, such [
as type of flight, departure city S—— 00
and date, return city and date S o
. ﬂﬁ m” @ 5 account o Trpe. CEEETRED
3. You can search for a flight by Figh Sarch Company Notes
entering the airport COde or Foundip | Onevay M Evolution of Concur Travel
name, city, or location. ~ myTrips 0) -




SAP Concur

The Time Preferences option allows you |

to select the date and time range of the
arrival or departure of your flight search
type.

4. After you complete your search details,
select Search Flights.

You will see a list of available flights and
fares for your search.

SAP Concur

Trip Search

8 Booking for myself | Book f{
eparting v 25.01.2024
X2 8 m;m Departing 25.01.2024

Flight Search

Time Preferences
| Departing Travel
22.01.2024 nytime v
nytime v
2l

— |
| Round-trip | One-way  Multi=cm

Minneapolis

My Trips (0)

You currently have no upcoming trips.

SFO - San Francisco International Airp...

22.01.2024 - 25.01.2024 =]

Departing Flight
5. To filter the results, select the

All-Filters option or you can

select the In-policy Fares
checkbox to view flights that "
are within your policy. You can | ...
also change your Sort.

Y All Fitters n-policy Fares Clear All

9:25 PM - 11:51 PM HNonsiop 4h 26m

A D

Minneapolis, Minnesota, US - San Francisco (SFO) Departure Date: Monday, 22 January 2024 Edit Search

$618
ble Maln Cabl

$658
comtart Pl

LT Sort by Custom Default v

Every flight option includes the

3:55PM - 6:17 PM Nonstop 4h 22
A Deltz

following information on the
results page:

MSP - SFO

e Flight Arrival & Departure
e Duration

e Aircraft Name

e Preview Seat map

e Emission (CO2e)

e Fare Details

37-900 Passenger
Preview Seat map

On time: 80%

4+ 3:55 PM + Minneapolis-5t. Paul International Airport

(© 6:17 PM = San Francisco International Airport

‘]OutofP;licy“

This option violates one or more of your
company travel rules,

Require Approval

Air Fare is greater than $500
/5818

Fare Details % Book Out of Policy

W 3 B

Fare Details )

A$1,278

e Multiple Fares

A warning icon indicates a
violation of a rule.
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6. When searching for round trip flights, round trip fares are displayed inclusive of
taxes and fees. Choose Select Fare to select your desired flights for each leg.

Y All Fitters [ In-policy Fares Clear All

14 of 14 Flights
3:55 PM - 6:17 PM Nonstop 4n 22m Eccoomy)
A Delt: Main Cabi

MSP - SFO

4 3:55 PM = Minneapolis-St. Paul Intemational Airport
Delta DL 819
Duration: 4h 22r
Boeir

Preview Seat map
On time: 8C

(@ 6:17 PM * San Francisca International Airport

£)434kg COze

Fare Details )

Minneapolis, Minnesota, US - San Francisco (SFO) Departure Date: Monday

Y AllFilters In-policy Fares Clear All

50 of 50 Flights

Economy

12:30 AM - 6:06 AM Nonstop 3h 36m
A Delta Main Cabin

SFO - MSP

4 12:30 AM - San Francisco International Airport

Preview Seat map

On time: 80%

6:06 AM * Minneapolis-St. Paul International Airport

7. Inthe Review and Book
section, review your flight
itinerary.

You can also select your seats
and view your flights and fare
details.

San Francisco (SFO) - Minneapolis, Minnesota, US Departure Date: Thursday

+$0
5498
2413 e Fare Detals Select Fare
Select Fare
Review and Book
Flight Itinerary Total $497.79
Round-rig
Monday, 22 January 2024 Bast 843534
Minneapalis, MN (MSP) - San Francisco, CA (SFO) Tase
355 PM - 6:17PM Nonstop  Duration: 4h 22m Seloct Sets
ADelia DL
Ecanomy
Payment
Thursday, 25 January 2024 -
San Francisco, CA (SFO) - Minneapolis, MN (MSP) v
30AM-B06AM Nanstop Durs 136 Select Sears
A Deta DLELI Acd Payment Method
Economy
have read and accept the rules & ictians and policie

nplates Flight and Fare Details

\ SFO - MSP Iy

Minneapolis-St. Paul International Airport (MSP) - San Francisco International Airport (SFO)

on: 4h 22m  £)434kg COze

Cabin: Economy

Onboard Experience Product Experience

hcisco, |
22m

AL N SR N

polis, MN (MSP)

36m

Select Seats

Economy

View Flights and Fare Details

Select @ payment

[_\ | have read and accept the rules & restr|
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You can scroll down to review
the Traveler Information,
Baggage Allowance details,
and add any needed Additional
Information.

8. Choose the form of
payment, accept the
rules, restrictions, and
policies, and then select
Book and Continue to
finalize your trip or select
Change selectionsto go
back to the previous

page.

Traveler Information

Your SAP Concur profile was used to complete your traveler information. Please ensure this information matches what is on your government issued ID.

-
Name on Reservation Phone Email
William Never 1234568466 v adrian.mormoloc@sap.com
Frequent Traveler Account
None
Add Frequent Traveler Account  Edit Information
— — @
Thursday, 25 January 2024
San Eranci CALSEQN M) s MN (NSD) Training Card ***1111 - 11/2031 v
Baggage Allowance
Review the baggage conditions and rules.
Minneapolis, MN (MSP) - San Francisco, CA (SFO)
Economy
v/ 1 carry-on bag includ
(@ 1st checke $30 up to 23 kg nd 158 cm / 62 in
@ 2nd checked bag for $40 up to 23 kg / and 158 cm / 62 in
San Francisco, CA (SFO) - Minneapolis, MN (MSP)
Economy L
=

+/ 1 carry-on bag included up to 115 cm / 45 in
(® 1st checked bag for $30 up to 23 kg / 50 lbs and 158 cm / 62 in
@ 2nd checked bag for $40 up to 23 kg / 50 lbs and 158 cm / 62 in

Bagga,

ges may vary by traveler, depending on status or membership. Charges presented are for informational purposes only and are collected

when checked

Total $497.79

Base Fare $435.34
Taxes, fees & charges $62.45
Payment

Form of Payment ™

Select a payment v

Add Payment Method

\' | | have read and accept the rules & restrictions and policies. *

Flight Fare Rules and Restrictions

Hazardous Materials Restrictions
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On the Final ize page, you Wi" See you r Com plete © Airfare must be ticketed by: 10.11.2023 6:00 AM CET.
o L
travel itinerary. [Finalize

From this page, you can edit the Trip Name and T ey 25, 200
Description, view the complete travel itinerary, —
ticketing time limit for the selected fare, assigned
seats, locate the Confirmation Number (PNR), e
and also choose to add a car, or hotel to your .
itinerary. —

Traveler

T2 Never

@ Airfare must be ticketed by: 10.11.2023 6:00 AM CET.

I

Finalize * Require eld

ﬂi- Minneapolis, MN (MSP) - San Francisco, CA (SFO)
24 [

Manday, 22 January 202 i ~ . i

Trip Overview

January 22, 2024 - January 25, 2024 Estimated Total Cost $497.79
top Flight & s

26C
ase A 4
A Del Trip - San Francisco
Economy

/,
Character lim i Qr25

+ San Francisco, CA (SFO) - Minneapolis, MN (MSP)

Thursday, 25 January 2024 Confirmed A T2 Neve: Would you like to book anything
else?
by Add [ Add Rental Car
> A ratio ed Accommadation
2 a .
A Del
Eco
Tick

Flight Fare Rules and Restrictions

" - : € ] 26C

VieW details Option in the itinerary Wi” Views Detalts "T“""""""W Z\ll::?tdyou like to book anything
provide the Flight and Fare Details, and 4 S Francic, A 550) - innesot, W (45%) o T B @ e
More Actions will give the option to S

cancel reservation. B

View Details  More Actions V|
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ary  Templates Flight and Fare Details

A\ Demg MSP - SFO
Ticket numk
Minneapolis-St. Paul International Airport (MSP) - San Francisco International L Airport (SFO)
Flight Fare Rule|
x
Onboard Experience Product Experience
+ San Franc v .
Thursday, 25| v
v A
v D
v Iyt
v v
iy Add 8 Add
Flight Fare Rules and Restrictions Aecommodation
View Details | More Actions v
o N .
Finalize Req
Select Confirm to finish the bookin e Ovarte
January 22, 2024 - January 25, 2024 Estimated Total Cost $497.79

process in Concur so it can be sent to
our travel agency CTP for ticketing,
or select cancel trip to cancel the
current reservation.

Trip - San Francisco

T2 Neve

Would you like to book anything

From the trip confirmed page, you can go back to the home page or select view trip
overview. Note: CTP will email a finalized itinerary to the traveler and update Concur

upon ticketing.

Select View trip overview option to
Cancel Trip, Edit Details (trip name and
description), view itinerary, record
locator, flight details, travel agency
contact details and to add hotel or car.

Select Back to Homepage.

@ Airfare must be ticketed by: 10.11.2023 6:00 AM CET.

Trip Confirmed

An email confirmation will be sent to T2 Never.

Back to Homepage View Trip Overview

Traveler T2 Never
Trip Name Trip - San Francisco
Date January 22, 2024 - January 25, 2024
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You can view the reservation under My

Trips in the SAP Concur home page,
under upcoming trips in the travel tab,
and in the Trip Library.

- -
Trip Overview R

Trip Status | Record Locator |  Trip Name Date

Complete Trip - San Francisco  January 22, 2024 - January 25, 2024

Itinerary Details

‘f Minneapolis, MN (MSP) - San Francisco, CA (SFO)

Monday, 22 January 2024 Complete v

Confirmation Number

‘f San Francisco, CA (SFO) - Minneapolis, MN (MSP)

Thursday, 25 January 2024 Complete v

Confirmation Numbe

Support Contact

#T2 T2 Sabre Agency

Sabre
Agenc T2 Sabre Agency is your organization's travel management company.
y logo

where a TMC message canbe  This is the after hours message

rs Phone

Estimated Total $497.79
Cost
Flight v $497.79

Would you like to book any-
thing else?

[ Add a Add Rental
Accommo Car
dation

SAP Concur Home ~

SAP Concur

Trip Search Alerts

& Booking for myself | Book for a guest
XR A = A/

Flight Search

edule with all your travel details in one place, 3

Concur account to Tripit

Company Notes

Evolution of Cg

My Trips (1)

Enter ort. cit at JAN Trip - San Francisco
- 22-25

09.11.2023 - 10.11.2023 8 s *
SAP Concur Travel ~
Travel Arrangers Trip Library Tools Concur XA

Trip Search Alerts

& Booking for myself | Book for a guest
X A = K

Flight Search

Company Notes | Upcoming Trips

Trip Name/Description

Trip - San Francisco

Trips Awaiting Approval

@ Tripit creates a schedule with all your travel details in one place, accessible on Android or iPhone
Simply connect your Coneur account to Tripit.

Status Start Date End Date Action

Confirmed 22.01.2024 25.01.2024 Cancel Trip

ck to Homepage | Cancel Trip| [ZTEE=H
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SAP Concur Travel ~
Travel Arrangers Trip Library Tools Concur XA

Trip Library

Search Trip Names D

023 [T08.11.2023 [ Include w

Trip NamelDescription Status Date Baoked Start Date

p - San Francisco Confirmed 08.11.2023 22.01.2024

End Date

25.01.2024

Action

Cance

L

Last updated: March 18, 2024






