ﬁ TRAVEL<=STATE Booking Travel for Employees and Guests
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Guest Booking

Booking can be done on behalf of an individual through a faculty/staff member, travel assistant, or delegate using the
Book for a Guest feature. If you are booking for yourself, continue to use the preselected Booking for Myself

Feature.

1. Start at the Concur Homepage and select Travel from the header. Select
Book for a Guest.

2. Continue to book any desired reservations/rentals/tickets and refer to the
following sections of this guide for any assistance.

NOTE: If you do not have the Book for a guest role active in your profile,
please email concurhelp@msu.edu requesting the role to be added to your
profile.
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TRIP SEARCH

& Booking for myself Book for a guest
R = =

MSU-spansored domestic travel authorization has returned
to pre-pandemic processes. International MSU-sponsored
travelers must submit a request at least 3 weeks prior to
departure in both Concur and Global Travel Registry.

Mixed Flight/Train Search
Round Trip One Way Multi City

From @
Departure city, airport or train station

Find an airport | Select multiple airports

To@
Avrrival city, airport or train station

Find an airport | Select multiple airports

Show More

Exhibit 1
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Air/Rail Search

1. Start at the Concur Homepage and select Travel from the header.

2. In the Air/Rail tab, select one of the following: Round Trip, One Way, or AR |= = &
Multi City.

Mixed Flight/Train Search

3. Enter your Departure City, Arrival City, Departure Dates, and Times. | RoundTno | _ One Way Multi City
r|r'|-i-l:”?.'--- by, airpor or iran sta
Find & T
To g
- Find an airport | Select mulipke aiports
4. If needed, select the Pick-up/Drop-off Car at Airport and/or the Find a DS

Hotel box. More selection parameters will appear if hotel is needed. v){ Gopar | 99000m =4 ~
Raturn &
] mmvd vy || depart ~ || 0500 pm ~ || £4

, Pick-up/Drop-off car at airport
!

|| Find a Hotel

5. Enter the Number of Adults and select either Price or Schedule in the e S
Search By field. If wanted, specify the desired airline by selecting the Specify VY e
a Carrier box and choosing the desired airline. Select Search.

|| Specify a carmer gy

Exhibit 2

6. To search by flight number,
enter the flight number in the
Flight Number Search box. To
clear the search, delete the flight - e
number from the search box. onich romoe, Seal Assignments, earty chackdn),
NOTE: You can only search by
flight number within the search ight Number Q s- Price - Low o High
results page (based on date and
time). You cannot initiate a search
with a flight number. Exhibit 3

Shop by Faros Shop by Schodula

7. Click Select the flight you wish to book. Select Reserve Flight and Continue.
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Car Rental Booking

1. Start at the Concur Homepage and select Travel from the header.
Select the Car tab.

2. Enter Pick-up Date, Drop-off Date, and Times.

3. Choose to pick-up car at Airport Terminal or Off-Airport and then
enter the airport you will be at.

4. Select Return Car to Another Location or More Search Options,
if applicable.

5. Select Search and select the price of the rental car you wish to book.
Select Reserve Car and Continue.
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..- Booking for myself | Book for a guest

Xe|l=||= &

To all MSU B s Travelers: Be sure to complete and have Pre-
Trip Authori n approved prior to departure and if traveling

internation register your trip in the MSU Travelers Abroad
Datab: Questions regarding MSU Travel Policy:

travel@ctir msu.edu. Thank you.

Car Search

Pick-up date
=] 12:00 pm ~
.Drop-oﬁ date
m 12:00 pm

—Pick-up car at
@ Airport Terminal O Off-Airport

Please enter an airport.

[C) Return car to another location

> More Search Options

e |
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Hotel Booking

1. Start at the Concur Homepage and select Travel from the header.
Select the Hotel tab.

2. Enter Check-in Date and Check-out Date.

3. Choose location near Airport, Address, Company Location, or

Reference Point/Zip Code and enter the chosen location.

4. Use the filter option if needed, Only Show Results Containing and

select Search.

NOTE: After selecting Search, a second pop-up window will appear
verifying the location. Select Choose if the location is correct.
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& Booking for myself | Book for a guest
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Hotel Search t
To all MSU Business Tral rs: Be sure to complete and have Pre-

Trip Authorization approved prior to departure and if traveling
internationally, register your trip in the MSU International Travel
Registry Database. Questions regarding MSU Travel Policy:
travel@ctirmsu.edu. Thank you.

Check-in Date  Check-out Date

Search within | 5 ‘ miles from

() Airport () Address

() Company (@ Reference Point / Zip
Location Code

Reference Point / Zip Code

fe.g. 'Statue of Liberty’, '90210" or ‘Alexandria, VA)

Only show results containing

)=

Exhibit 5

& Booking for myself | Book for a guest

X0 2 = &
Hotel Search

To all MSU Business Travelers: Be sure to complete and have Pre-
Trip Authorization approved prior to departure and if traveling
internationally, register your trip in the MSU International Travel
Registry Database. Questions regarding MSU Travel Policy
travel@ctlr.msu.edu. Thank you

Check-in Date  Check-out Date
|F 0312772023 | [ 0312812023 |

© As an employee of Michigan S

0 You haven't signed up to receiv

COMPANY NOTES

MSU Travel Card
.. The_MSU Travel Carc
L3
Learn more about the MSU Trav«

Motor Vehicle Record (MVR) rev
Click on the link to reach the Mol

- x )
SEARCHING FOR LOCATION...
chicago
Location
Chicago, IL, USA v m
\. J
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Displaying: 100 out of 100 results.
Previous 1234 Next | All

Name Search Q  Sorted By:| Policy - Most Compliant

5. Once results are returned, select

View Rooms for the desired hotel. 1. InterContinental Chicago $120
505 N Michigan Ave, Chicago, IL 60611  Map it

View Rooms
§0.96 miles 7 % Ok -

Preferred Hotel for Michigan State University H details

2. Club Quarters Hotel, Central Loop $134
111 W Adams St, Chicago, IL 60603  Map it

View Rooms
Q0.1 miles FW -

Preferred Hotel for Michigan State University Hotel details
Exhibit 7
1. InterContinental Chicago $120
505 N Michigan Ave, Chicago, IL 60611  Map it
. . 3 Hide Rooms
6. Choose desired room by selecting the price of Q008 miles ok Kk -
the room and then seIeCt Reserve HOteI and Preferred Hotel for Michigan State University Hotel details

Continue.

Room Options

Staterates - Classic Room When You Arrive At The Hotel We Will Do Our Best To Meet Your
Room Type Preference This Is Subject To (Sabre) ° $120
Rules and cancellation policy

Staterates - 2 Double Mobility Accessible Tub 465 Sqft Room Minifridge (Sabre) °
Rules and cancellation policy

Staterates - 1 King Mobility Accessible Roll In Shwr 465 Sqft Room Minifridge (Sabre)
Rules and cancellation policy

Staterates - 1 King Classic Grand Tower 365 Sqft Room Grand Tower Minifridge (Sabre)
Rules and cancellation policy

Staterates - 1 King Classic City View 385 Sgft Rocom Grand Tower Minifridge (Sabre)
Rules and cancellation policy

Michigan State Univ Edge - 1 King Classic Grand Tower 365 Sqft Room Grand Tower
Minifridge (Sabre)

Exhibit 8
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Complete Reservation

1. Complete all the steps for booking air/rail, car, or hotel and selecting your options from the results pages.

Travel Trip Library Templates Tools

Trip Booking Information

The trip name and description are for your record keeping convenience.

TRIP SUMMARY

2. Enter trip information in the " el

Trip Name & Trip S e L -
Description field. Enter any g 4
applicable reporting T

information in the reporting

Send my email confirmation as

fields and select Next. @M O

Account # (PERSONAL: Only IF you chose s PERSONAL CREDIT CARD on
the prev screen - enler 8- s) [Required]

NOTE: Enter department

accou nt n u m ber In the Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservatiol be cancelled.
. Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

Account # field. wr— - -

Exhibit 9

TOTAL ESTIMATED COST

Hotel: $120.00 USD

3. To compete the booking, select Total Estimated Cost: l $120.00 USD

Confirm Booking.

Almost done... Please confirm this itinerary.

Display Trip << Previous Confirm Booking>> Cancel Trip

Exhibit 10
4. After selecting Confirm Booking, a Concur booking confirmation is emailed to the traveler and if applicable, to the

arranger. Approximately 5 to 30 minutes later, the person who booked the reservation will receive an itinerary invoice
from Frosch Travel. Keep this email for your records and if applicable, forward this email to the traveler.
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