Travel Services Open House

The ins and outs of Concur
October 2022
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Meet the UW System Travel Team

Real ID (It’s coming in May)

Low Fare Guarantee

Concur Tips/Tricks

Creating a booking in Concur

Q&A
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UW Travel Team
Introductions

Elizabeth Dressel — ATP Design Team Co-Lead
Becky Kopidlansky — Interim Director of Travel

Alyssa Totoraitis — Regional Travel Manager
v’ Supporting UW-Milwaukee and UW-Parkside
Alma Ramirez — Regional Travel Manager

v Supporting UW-Whitewater, UW-River Falls &
UWSA

Jesse Funk — Regional Travel Manager
v Supporting UW-La Crosse and UW-Platteville
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Real ID

Wisconsin DMV issues REAL ID compliant products (marked

with a star) in accordance with the federal Real ID Act of
2005.

If you plan to fly within the U.S., visit a military base or other
federal buildings, the Department of Homeland Security will
require identification that is REAL ID compliant (or show
another acceptable form of identification, such as a passport)
beginning May 3, 2023.
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https://www.dhs.gov/xlibrary/assets/real-id-act-text.pdf

Real ID Update
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What is Concur?

* Concur is the largest online booking tool used in North America
* It’s the Microsoft Excel of spreadsheets

e Concur is the online booking tool utilized by the entire UW System for
individual business travel

* Concur is the tool we use to house traveler profiles

* Our subscription is managed by our agency partner Travel, Inc
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Concur is not...

a travel agency
a place you can call/email for travel assistance

a site to book admin group travel, personal travel, companion travel

or group travel
deliberately hiding fares to make booking more difficult
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Benefits of Using Concur

» 24/7 access with no after-hours charges

* No hold time
* Agent booking = $18.00 Concur booking = $3.75

* Live inventory

e Most 3 party sites use cached data which causes fares to show up in the
search which aren’t available when you go to purchase the ticket/hotel
room/rental car

 UW-System has an email reservation form. However, filling out the
form and booking in Concur take about the same amount of time.

* Then you need to send the form to an agent
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https://www.wisconsin.edu/travel/booking/book-with-an-agent/travel-incorporated/travel-incorporated-reservation-request-form/

Low Fare Guarantee

* By searching and booking in Concur, you will not find a lower
published airfare on the airline website or a third-party travel
site (like Expedia)

 Policy prevents you from booking anywhere other than Concur or
with one of your designated travel agencies

* Fares must be for the EXACT same flight at the EXACT same time in
the same class of service

* The UW-System does not show Basic Economy fares in Concur
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Low Fare Guarantee

* |f you believe you have found a fare discrepancy, take screen shots from
Concur and the other site (airline website, for example)

e Send them to your campus travel manager

* Must be done prior to booking. If you book outside Concur you will be
stuck with the ticket (not-reimbursable)

* The travel manager will verify the discrepancy and forward to the travel
agency for review and final verification.

* |f the traveler has found a lower fare, the agency will book it from the
lower cost site

* |n the vast majority of cases, the fares are not comparable
* They are for different times, days, or class of service
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Travel Details

Important: If you are making a NEW reservation or CHANGING an existing one, be sure to complete your booking by following the prompts at the bottom of the
page until you have reached the last page indicating you are finished.

Concur Tips and Tricks
Adding a hotel or car to your trip i

Frint tinerary Start Date: September 25, 2022 ___:\. @ . @ ot
End Date: September 29, 2022 /
Create Tem Created: July 18, 2022, Jesse Funk (Modified: September 02,
o 2022)
Clone Trip
Share Trip Description: (No Description Available) i
' .A' Cancel Entire Trip
‘ " Traveler Type: Employes

Wiew Trip History

Agency Record Locator: 4FYNHL
Reservation for: Jesse Robert Funk
Total Estimated Cost: $242.24 USD (Detils)

TRIP SEARCH ALERTS
& Booking for myself | Book for a gusst @ Tripit creates a schedule with all your travel details in one place, ac RESERVATIONS
Simply connect your Concur account to Triplt Ha
‘b = = Sunday, September 25, 2022
WARNING-Holding multiple reservations for same o @ National Car Rental at: Appleton UsS (ATW) Change | Cancel

routing or times or making multiple airline changes is Message for Administrators . .

considered an illegal booking practice by the airlines. PICk-Up at: App|E.‘tDI"I us {ATW)

This can result in additional fees billed to your credit SAP CONCUR FUS|ON =

card at a later date. Free educational and ne Pick Up: 06:00 PM sun 5ep 25 Eonﬂr:na:oz; 1639349937EXCNT
i 2t Anler ATV aitus:
Flight Search around the globe. Pick-up st prle‘.cn U3 (Anag tat orn m
Check for i virt Iumger of Cars: 1 Frequent Guest Number: 391363014
| Round Trip ©One Way Mutti City ‘ eck for in-person or vir Rate Coder 10331
From @ Return: 07:00 PM 7y 5ep 22
|A‘I‘W - Appleton Airport - Appleton, Wi ‘ Reetuming to: Appleton US (8TW)
Find an airport | Select muliple airports
To@ SOl I TS Additional Details
Arrival city, airport or train station \ Rate: $39.00 USD daily rate, unlimited; $39.00 USD exra daily rate, unfimited; $17.00 USD extra hourly rate. unmited
PR 1 REE A Total Rate: £242 24 USD Comparate Discount: XZ7408
Rental Details
m Standard / Car / Automatic transmission / Air conditioning

Shaw More o Add to your ltinerary
TOTAL ESTIMATED COST

Car: $242.24 USD
Total Estimated Cost: 5242.24 USD
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Concur Tips and Tricks
ldentifying rate changes during a hotel stay

TRIP SUMMARY

| Select a Hotel

Nights: 3

MNew York, New York

Check-in: Sun, 10/09/2022
Check-out: Wed, 10/12/2022

Finalize Trip

Change Search

New Travel Management Company/New
Process!

When searching for a hotel please ignore the
Concur pre-populated per diem rates page.

The University's per diem rates are available at:
University Per Diem Rates and will be
automatically applied to your Concur search
results.

Check-in Date  Check-out Date
| 1as09r2022 || 10s1272022 |

Search within |5 ‘ miles from

() Airport () Address

@ Reference Point / Zip

(_)Company Location
- P Code

Reference Point / Zip Code
(e.g. 'Statue of Liberty’, '90210" or "Alexandria, VA')

Mew York, New Yark

Only show results containing:

—

Concur displays live hotel inventory that includes public rate and rates specific to the UW Policy Highlights

» UW has negotiated rates with hotels near all UW campuses and select Universities and they are marked as “Most Preferred”

= Travel Policy rules will alert users when rates are over the maximum for the location and dates of travel.

Need technical assistance?

Call Tl Online Technical Support -

New Travel Management Company/New Process! Please ignore the Concur pre-populated per diem rates.

( CHECK-IN SUN, OCT 9 - CHECK-OUT WED, OCT 12

Show Map Print / Email

Lodging Per Diem limit for New York — New York County: $286.00

Name Search Q, Sorted By:  UW Custom Sort

1. Radisson Wall Street
52 William St, New York, NY 10005  Map it

Y045 miles WH R

Preferred Hotel for Wisconsin Universities

2. Club Quarters, World Trade Center
140 Washington St, New York, NY 10006 Map it

A

¥0.46 miles WH XK

Preferred Hotel for Wisconsin Universities

I— g L

Show as | uso v‘

' Company Preferred Accommodation

Displaying: 100 out of 100 results

P 4 _Next | All

$329
o

Hotel details

$345

o B3

Hotel details

1. Radisson Wall Street
52 William St, New York, NY 10005  Map it

Y045 miles WK

Preferred Hotel for Wisconsin Universities

Hotel offers UW System negotiated rates at or below UW maximums for location based upon availal
the UW System Hotel Directory on UW TravelWIse for more details

Rules and cancellation policy
RADISSON WALL STREET = judisn

Important information:
RATE CHANGES OVER DURATION OF STAY

Hotel Rates

194.65 USD PER NIGHT STARTING 09 OCT FOR 1 NIGHT
245.65 USD PER NIGHT STARTING 10 OCT FOR 1 NIGHT
328.95 USD PER NIGHT STARTING 11 OCT FOR 1 NIGHT

$329
0

Hotel details

Blackaut Dates may apply. please view

Uw Systems Free High Speed Internet Access Queen Bed-non Smoking Please cancel 2 days

' Rules and cancellation policy 7

Travel Inc Travel Hotel Program Free High Speed Internet Access-loyalty Points Queen Bed-non
Smoking FPlease cancel 2 days before arrival (Worldspan)
Rules and cancellation policy

(i ) $329
(i ) $348

ROCM RATE DETAIL: ALL KNOWN TAXES/IFEES/SURCHARGES

6.88 PERCNT STATE/PROV TAX PER NT
5.88 PERCNT CITY TAX PER NT

3.50 USD SERVICE CHARGE PER NT
123.97 USD TOTAL TAX/SURCH/FEE
893.22 USD TOTALAMOUNT OF STAY

CANCEL BY 1600 07QCT2022 NO CHARGE
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Concur Tips and Tricks
Initial Itinerary (Concur) vs Invoice Email (Travel, Inc)

Travel Itinerary UN |VERS|TY OI:

WISCONSIN SYSTEM ot e e |

Trip Name: Platteville-La Crosse
Start Date: September 25, 2022
End Date: September 29, 2022 l ' ‘

View Interactive eltinerary Online

Created: July 18, 2022, Jesse Funk (Modified: September 02, 2022)

Description: (No Description Available) C [ J [ ]

Traveler Type: Employee t

Agency Record Locator: 4FYNHL o n c u r I I n e ra ry
R iom for: Juzas Rabert Furk THIS MESSAGE CONFIRMS THAT YOUR RESERVATION HAS BEEN PROCESSED. FOR CHANGES

Total Estimated Cost: 5242.24 USD (WI" not show the $3.75 CANCELLATIONS OR QUESTIONS PLEASE CALL THE AGENCY PHONE NUMBER ON YOUR EITINERARY.

RESERVATIONS charge and cannot be used
“Sunday, Sepremberzs 202z For Additional Travel Resources,

foraTE R) for Travel Tips

@ National Car Rental at: Appleton US (ATW)
Pick-up at: Appleton US (ATW)

Check Origin/Destination State and Country

Pick Up: 06:00 PM sun sep 25 Confirmation: 1639349937EXCNT Entry Requirements via
Pick-up atAppletan US (ATW) Status:Confirmed
Number of Cers:l Frequent Guast Numser301368014

Rate Coseli0331

Return: 07:00 PM 7 50 29
Remuming tozAppleton US (ATW)

Additional Details
Rate: $39.00 USD daily rate, unfimited; $39.00 USD extra daily rate; unlimited; $17.00 USD @drs hourty rate, unlimited

Totsl Rete: 5242.24 USDH Corporate Discount: XT78808
Rental Details
Standsrd / Car / Automtic vansmission / &ir conditianing
L]
TOTAL ESTIMATED COST I ra ve I I n c
Car: $242.24 USD ’
Total Estimated Cost: $242.24 USD

RewaRs | invoice email

OLE-UW SYSTEM ADMINISTRATION
U293/ TIXX XXX KERKXXK
Ull/FINANCIAL ADMIN
U21/SYSTEM ADMIN
U25/01010268

U&s/ JFUNKBUWSA.EDU
CB/TRE/PLATTEVILLE-LA CROSSE -
U05/921/35%C73
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Concur Tips and Tricks
Initial Itinerary (Concur) vs Invoice Email (Travel, Inc)

UNIVERSITY OF
WISCONSIN SYSTEM [ #4FYNHL
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THIS MESSAGE CONFIRMS THAT YOUR RESERVATION HAS BEEN PROCESSED. FOR CHANGES Frint eftinerary
CANCELLATIONS OR QUESTIONS PLEASE CALL THE AGENCY PHONE NUMBER ON YOUR EITINERARY.

(470) 589-2205 Trip Name or Purpose Here

eltinerary for Kopidlansky/Bed

Email Your Agent

) Chat

EntryAssist

View Interactive eltinerary Online

Invoice
oCT 16 ‘, Cl
s o Refresh
For Additional Travel Resources, : Do it siriine
for Travel TipS Travel Advisories 12:45 :
PM COT United
e = 3 Calendar sync

Check Origin/Destination State and Country i e

1 - rrive AT
Entry Requirements via % add Trip Event BN o R

Bl EDT  FightTime - Please C|

< Share
Passen

Feedback Kopid
My TI'i}JS Maore [

Map My Trips

~ Local Restaurants

ocT 19 0 St
Company Notes —

Depar: A Airline
22 Travel Hub 7:00
AM EOT United
Add/Remove Trips
Artive AT
Operastac
WatchaMe Profile 801 2nm

AM CDT FightTime
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Concur Tips and Tricks
Non-GDS Hotels

* GDS = Global Distribution System

* This is how travel agencies (and online booking tools) talk to airlines, hotels
and rental car companies to see and book their inventory

* Not all suppliers participate because there is a significant cost

TRIP SEARCH
& Booking for myself | Book for a guest 9
4+ = If you plan on staying at the The Cxbow Hotel,
= you can book by contacting your Travel! Incorporated

Hotel Search Consultant Team at 677-511-2825/470-5659-2205
The Oxbow Hotel

: _ 216 Galloway Sfreet

When searching for a hotel please ignore the Concur Eau Claire. W1 54730

pre-populated per diem rates page.

Mew Travel Management Company/New Process!

The University's per diem rates are available at: Rate:; 582.00 per rlig hit

University Per Diem Rates and will be automatically
applied to your Concur search results,

Check-in Date  Check-out Date
| 117212022 ||11f22|f2022 |

Search within |5 | miles from

(O airport ) Address e )
(_)Company (®) Reference Point / Zip | Cancel Continue
Location ——

Reference Point / Zip Code . UNIVERSlTY OF
U‘ " WISCONSIN SYSTEM

(e.g. 'Statue of Liberty’, "90210" or ‘Alexandria, VA')
lEau Claire

—
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