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Book travel online via Concur to avoid larger fees
Utilizing the Concur online booking tool for both domestic and international travel can save departments
between 75% and 80% in booking fees.

Review the Fox World Travel transactions fees here.

Concur: New User Interface QRGs
Quick Reference Guides have been developed to assist with the transition to the new user interface.

e Create and submit a travel request

e Create and submit an expense report

e C(Create and submit a one-day expense report

e Blanket Travel Authorization (BTA) expense report
e FAQ: Concur New User Interface

e Delegates and the New User Interface

Updated Visiting Personnel Form
An updated visiting personnel form has been published on the NU Travel program website. This form
should be used for guests, undergraduates, and speakers conducting University business.

Fox World Travel Survey

As the University’s designated travel agency since 2020, Fox World Travel (Fox) is the only booking
source with access to the University’s airline, hotel, and car rental discounts. We request your feedback
on their services. Please fill out this short survey by December 9, 2022.

Enterprise rental program: located in SAPPHIRE
The Enterprise rental program guide is now located in SAPPHIRE to help reduce fraudulent use of the
University of Nebraska’s account numbers. Users can find a direct link on the NU Travel website.

Contact Fox World Travel to exchange or cancel tickets
All changes made to flights booked via Concur or Fox World Travel should be conducted with the
assistance of Fox World Travel to avoid out of pocket expenses.



https://nebraska.edu/-/media/projects/unca/offices-policies/travel-office/documents/fox-transaction-fees.pdf
https://nebraska.edu/travel/announcements-and-training/news/new-user-interface
https://nebraska.edu/-/media/unca/docs/concur-help/tip-sheet/nu-visiting-personnel-expense-voucher.pdf
https://urldefense.com/v3/__https:/unomaha.az1.qualtrics.com/jfe/form/SV_81iiVLVVuhPOjXw__;!!PvXuogZ4sRB2p-tU!F3mpiydv1oFbv9TTMkcgPyIGeGYK2euH9tflxhWQ4qneTHNZXczAFp71sLt8xO3pTBaJ8iWHEGlrtwJNweMHX7LlOYWpvw-JFQ$
https://nebraska.edu/travel/lodging-and-transportation

After purchase, travelers have up to 24 hours to cancel tickets. Once Fox World Travel cancels a ticket,
ticket charges will be reversed, but the transaction fee will remain. Fox World Travel is available 24/7 to
assist University travelers with changes to travel plans.

Hilton and Hyatt member rates

Hilton and Hyatt award members can qualify for special rates when booking through Concur or Fox
World Travel. The traveler will need to sign up for the hotel’s award program and enter the award
number in their Concur profile to qualify for the discounted lodging rate. When making the reservation
via Concur, choose the corresponding hotels discount code.



https://nebraska.edu/travel/fox-world-travel
https://urldefense.com/v3/__https:/www.hilton.com/en/hilton-honors/member-benefits/__;!!PvXuogZ4sRB2p-tU!F3mpiydv1oFbv9TTMkcgPyIGeGYK2euH9tflxhWQ4qneTHNZXczAFp71sLt8xO3pTBaJ8iWHEGlrtwJNweMHX7LlOYVsoc6RQg$
https://urldefense.com/v3/__https:/world.hyatt.com/content/gp/en/program-overview.html__;!!PvXuogZ4sRB2p-tU!F3mpiydv1oFbv9TTMkcgPyIGeGYK2euH9tflxhWQ4qneTHNZXczAFp71sLt8xO3pTBaJ8iWHEGlrtwJNweMHX7LlOYWfwOE3Ig$

