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Purpose: Setting up your Travel and booking your flight through Concur
  Scope/Key Stakeholders: SWE
Applicable Forms: None
Definitions: None
Tools/Equipment/Software: N/A

Procedure: 
1. Go to the drop-down menu on the right by your account.
a. Select profile settings[image: ].

2. You will be directed to the screen below and make sure you click on Travel Preferences, under the Travel Settings section.
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3. Make sure you fill out all the required fields with your own personal information.
a. Do not worry about Employee ID, if you see a number already entered then you can leave it on that field.
b. Make sure to fill out the company address, your home address, date of birth, etc. or you will not be able to search for flights.
[image: ]












c. You will then need to verify an email address where you will receive a code to enter. (You should use your work email, but you can use a personal email as well) Click on Yes for Contact for Travel Notifications. Then click on OK.
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4. Click on verify and you should then receive the message of a verification code being sent to the email that you added to be verified.  
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a. Once you enter in your code, go ahead and click on the ok button. You should get a pop-up screen letting you know where you will be able to submit receipts, for the time being you can disregard those emails and just click on ok to proceed. 
b. Remain on the same page and scroll down until you see Frequent Travelers Program section.
[image: ]








c. Click on Agree to continue. 

[image: ]



d. Make sure that you select your gender and your date of birth on the TSA section. When you hit save, you should be all set to go to the main page and start booking your flight.
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5. Go back to the Concur home screen by scrolling to the top and clicking on SAP Concur.
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a. [image: ]Once you are on the main page, you should see the TRIP SEARCH section.


i. This example shows MDW as the From airport selection, so please feel free to pick which airport is most convenient.
ii. The To section is where you are traveling to, so this example shows MSP-Minneapolis as the selected city.
iii. [bookmark: _GoBack]Make sure you fill out the depart and arrival times and select Premium Economy as the Class. We normally use Premium Economy to take a carry-on bag on board. If there is ever a huge cost difference, then the Economy option is the one you should select.
iv. Once you click search, a page will load with all available flights that you can select from, and make sure you click on view fares, so you can select the flight you want.

6. Once you click on your desired flight, review your flight summary information since all booked flights are nonrefundable.
[image: ][image: ]









7. Shortly after you reserve your flight, you will be given the option of having your itinerary emailed to you so that you have an electronic copy for your records.
SAVE TRAVELS!!


*Please contact Concur Administration Support for additional questions/help: 1-877-901-4960
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