
Copyright © University of Nebraska Board of Regents 

1 

Book Hotel Using Company Paid Card 
Updated August 4, 2026 

Travel Application 

Booking 

Helpful Hints 

• The Concur Booking tool is managed by Fox World Travel. 

• Using the Conferma Lodging card (company-paid card) provides an alternative for 

travelers who do not want to use personal credit cards for lodging reservations. 

Conferma, the secure pay company, charges a $3.00 fee per transaction. 

• Once booked, a confirmation email will be sent. 

• Conferma/Fox World Travel cannot book conference rates as the blocks are held by a 

third party. For a conference rate, travelers will need to use their personal credit card to 

secure the hotel reservation and submit expenses after the trip. 

Recommendations 

• Download the Conferma App. Using the app at hotel check-in provides the Conferma 

Lodging credit card number to assist in uninterrupted check-in and confirmed payment. 

• Print out and take the Conferma confirmation email sent from Fox World Travel. 

• Personal credit cards may be requested for incidentals. Upon check-out, confirm a 

personal credit card has not been charged for lodging. 

Procedure 

From the Concur home screen, click on the hotel icon. Enter the destination and dates, then 

click Search Hotels. 

Note: unless booking for a guest, travelers need to be on the “book for myself” tab.  
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Locate the desired hotel and click on the room option. 

 

Add preferences if desired and update information as needed. Review the price summary. 

Within the payment section, in the dropdown menu select the Conferma Lodging card. 

Note: the method of payment will default to the company card if a personal credit card is not 

listed in the employee profile. 
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Accept the rate details and cancellation policy by checking the box. Click Book and Continue.  

Continue the reservation process.  

 

 

 


