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TRAVEL APPLICATION 
 
Concur Booking 
 
HELPFUL HINTS 
 

 Fox World Travel recorded a video of the upcoming enhancements, which can be found here: 
https://vimeo.com/1097963906?fl=pl&fe=sh   (video length 28 minutes) 
 
PROCEDURE 
 
Concur has a new user interface (UI) with the booking process. 
 
Highlights include:  

• Streamlined options on main booking page 
(less entries/clicks prior to search).  

• Detailed information regarding selected 
flight(s), including seat legroom, carry-
on/checked baggage information, a map to 
select seating, etc. 

• Shortened, more efficient booking process: 
required data/finalize trip on one screen 

• Hotel booking will include safety report of area 
(not specific to hotel) and a guided map 
indicating location of hotel. 

 
To book a flight, lodging, vehicle, Amtrak, select the 
icon for either lodging, vehicle, or hotel. To book two 
or more segments, click . 
  

https://vimeo.com/1097963906?fl=pl&fe=sh
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After clicking , a pop-up window appears. Select the desired segments and click . 
 

 
 
Enter the criteria for the flight and click the next segment (hotel). 
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Continue to enter criteria in each segment. If needed, click to add car rental or additional lodging. 
Click Search. 
 

 
 
Select the outbound flight. A class comparison appears. Select the desired fare and repeat the process for the 
return flight. 
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Scroll down and click Select Seats. A pop-up window will appear to select a seat for all legs of the flights. 
 

 
 
Check the box for rules/restrictions agreement and click Book and Continue. 
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Select lodging from the available options and select the desired room. Use the map to pinpoint hotel location. 
 

 
 
Enter room preferences if desired. Check the box for rules/restrictions agreement and click Book and Continue. 
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Scroll down to enter required information for NUID, Report ID (located at top of the approved travel request – for 
guests, use 1111), type of travel, trip purpose, and cost object. 
 

 
 
Once complete, click Finalize Trip. 
 

 


