Concur User Guide
How to Book Travel for a Guest Traveler

Travel Arrangers must have the permission assigned to them to be able to book for a guest
traveler. Please contact your department travel coorindator for this access. Once you have the

permission, follow the steps below.

Step 1: Select “Book for a Guest” in the Trip Search.
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Step 2: Once you have clicked “Book for a Guest”, you will see “Booking for a Guest” on the left
hand side to let you know you are now booking for a guest. Enter the search criteria for the guest
traveler and click “Search”.
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Step 3: After the search is complete, you will see the results displayed at the top of the page.

Click on “View Fares”. This will allow you to compare fares and benefits, side by side, and select the
airfare that best suits your guests travel needs. When you’ve found a flight, select the blue button
displaying the price for that flight.
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Step 4: You will now review the flight information and verify that your selection meets the
guest’s needs.
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Step 5: You will then be prompted to enter the guest’s information. With increased attention to security
and data privacy, you will not be able to look up a previous guest by name when booking for guests.

Please make certain that the first and last names shown below are identical to those on the photo
identification that the guest traveler will be presenting at the airport. Due to increased airport



security, the guest may be turned away at the gate if the name on their identification does not match
the name on their ticket.

When completing these fields, the email address entered here is the one receiving the final
itinerary. To ensure the final itinerary is sent to you, when booking for a guest traveler, enter
your email address and then forward it to the guest traveler.

ENTER TRAVELER INFORMATION

Enter the name of the guest traveler you're booking the trip for. The guest's trip will be subjeciad to the "Guest Class” policy, or in its absence, the
policy which applies to you. Once the trip is booked, it will show up on your Travel home page and be assigned to your account. '“When you view the
itinerary, you will see the traveler's name on the itinerary.

Please make certain that the first and last names shown below are identical to those on the photo identification that the guest traveler will
be presenting at the airport. Due to increased airport security, the guest may be turned away at the gate if the name on their identification does not
match the name on their ticket.

Guest Traveler

Title Legal First Name Middle Name (on 1D} Legsl Last Name
[v] [ Na Middle Name
Gender Date OfF Birth
Select ﬂ B
Known Traveler Numberf) DHS Redress No. Q
Phone Email
Select ﬂ

Frequent Flyer Programs

For Delta
Delts [v]
SELECT SEATS
Select your preferred seats, otherwise Concur will request them for you based on your Profile.
Flight Seat
DL 5845 Main Cabin (L) Select a seat
DL 5813 Main Cabin (L) Select a seat

REVIEW PRICE SUMMARY

Description Fare Taxes and Fees Charges
Airfare $213.96 $44.45 £258.41

Total Estimated Cost: $258.41
Total Due Now: $258.41

SELECT AMETHOD OF PAYMENT

How would you like to pay?
(®Choose a credit card

Citi Bank Mastercard* (...64?3)ﬂ (7]

* Indicates credit card is a company card

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

Back Reserve Flight and Continue

Step 6: Once you have clicked “Reserve Flight and Continue”, proceed with the car and/or hotel
reservation, if necessary, and then review the Travel Details page. Once you have verified all
information and you are ready to complete the booking, click “Next” at the bottom of the page.




Trip Summary

@ Finalize Trip

Review Travel Details
Ender Trip Info n

Travel Details

TRIP OVERVIEW

Add to your Itinerary

Trip Name: Trip from Sacramento to Los Angeles (For Joe T
|

Smith) =x
e soemy Start Date: Getober 11,2017 @ ==
End Date: October 12, 201
Created: May 18, 2017, Wiliam Never (Modified: May 18, 2047)
Description: {No Descripion Available) on
Agency Recond Locator: HHEMWR
Passengers: Jos T Smith
Total Estimated Cost: 325840 USD Desas)

o Airfare must be ficksted by: 05M8/2017 2:00 AM Eastern

RESERVATIONS
Wednesday, October 11, 2017

9 Flight  Sacramento, CA (SMF) to Los Angeles, CA (LAX) Cnange | Cancsl @ A

Delta 5705

Departure: 08:30 AM Confirmation: HIBWWX
Seat 12C (Confirmed) o CI‘IEI‘IEB Saat ‘Btatus® Comfinmed

Bacramento intematonal (M)

Terminal- A

Duration: 1 hour. 37 minutes

Monston

Arrival: 10:07 AM
Les Angeles Indl (LAX)
Tesminai- T

Addrionad Detalic
At E-175 Distance: 373 miles
E-Tieket

Emissions

Sl WA

o Add to your Itinerary

Thursday, October 12, 217

9 Flight Los Angeles, CA (LAX) to Sacramento, CA (SMF) Cnange | Cansl an A

I70es O,
N L) Mheal- No Meal Served

Delta 5775

Departure: 03:40 PM Confirmation: H38WWX
Asat 148 (Contirmas) ¢/ Changs Seat ‘Stats: Confirmed

Los Angeies. Ing (LAX)

Temrinai- 2

Duration: 1 howr, 25 miretes

MorstoD

Arrival: 07:06 PM
Bacramento inbematonsl (SAF)
Temminal: A

Additiona] Detallc

AR E-175 Distance: 373 miles
E-Ticket
Emissions

i MAY bz~ P Ml Bervend

o Add to your Itinerary

TOTAL ESTIMATED COST

Air igw Fars Rulsg
Airtars quotsd smount: 521396 USD
Tames and fees: a4uso

Total Estimated Cost: 5258.40 USD

TICKET HOT YET IS SUED. AIRFARE GUCTED IN TINERARY |5 NOT GUARANTEED UNTIL TICKET 5 ARE |15 SUED.

Step 7: You can name your trip or add a description. If requested by your agency or department,
enter a billing code/cost center/FiSCal number for the guest traveler in the appropriate field(s).
Select “Next” to complete the booking.
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) HTML Plain-axt

Cost Center [Required]

You may HOLD this reservation until: 051872017 02:00 am Eastern

Pleaze amer Information abaut this wip then press Next to finalize your reservaton, If you close at this paint your reservation moy be concelled.
Note: Any port of the trip that is instant purchase or has deposit required will not be cancelled,

Step 8: After selecting “Next” you will have one last time to review all your selections and entries.
Verify that all of the details are accurate, and then scroll to the bottom and select “Purchase Ticket”.

TOTAL ESTIMATED COST

Air View Fare Rules
Airfare quoted amount: $213.96 USD
Taxes and fees: $44.44 USD

Total Estimated Cost: $258.40 USD

TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED UNTIL TICKETS ARE IS SUED.

CUR CUST
Y. COM/5/HQHJIE
R 877 454-8785

Almost done... Please confirm this itinerary.

Display Trip Purchase Ticket=> Cancel Trip

Step 9: You will then be redirected to a confirmation page with a “Finished” message.

Step 10: After you have completed the booking process, the trip will show up on your Travel home page
and be assigned to your account. When you view the itinerary, you will see the traveler’s name on the
itinerary.

If you have additional questions regarding booking for guest travelers, please call the DGS Statewide
Travel Program at (916) 376-3974 or via STP email (statewidetravelprogram@dgs.ca.gov).
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