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Travel Services Open House 
The ins and outs of Concur

October 2022
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Agenda

Meet the UW System Travel Team

Real ID (It’s coming in May)

Low Fare Guarantee 

Creating a booking in Concur

Q & A

Concur Tips/Tricks
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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

✓ Supporting UW-Milwaukee and UW-Parkside

• Alma Ramirez – Regional Travel Manager

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

• Jesse Funk – Regional Travel Manager

✓ 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.

https://www.dhs.gov/xlibrary/assets/real-id-act-text.pdf
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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 

• 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 
• Most 3rd 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

https://www.wisconsin.edu/travel/booking/book-with-an-agent/travel-incorporated/travel-incorporated-reservation-request-form/
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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

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

• 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. 

• If the traveler has found a lower fare, the agency will book it from the 
lower cost site 

• In the vast majority of cases, the fares are not comparable
• They are for different times, days, or class of service
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Concur Tips and Tricks
Adding a hotel or car to your trip
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Concur Tips and Tricks
Identifying rate changes during a hotel stay
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Concur Tips and Tricks
Initial Itinerary (Concur) vs Invoice Email (Travel, Inc)

Concur itinerary
(will not show the $3.75 
charge and cannot be used 
for a TER) 

Travel, Inc 
invoice email
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Concur Tips and Tricks
Initial Itinerary (Concur) vs Invoice Email (Travel, Inc)
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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
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