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Description automatically generated]	
Quick card 
new CONCUR TRAVEL


[image: A screenshot of a login form

Description automatically generated]Login (check which datacenter is applicable) 
US Datacenter: www.concursolutions.com or                    EU Datacenter: www.eu1.concursolutions.com
Enter your login credentials. Click “Forgot password” as a first-time user. Then you will be prompted to authenticate via 2FA.
The first time you login you may need to accept the User Data Privacy Agreement to enter the tool.
Click the Profile icon [image: ] located in the top right menu bar to update your profile.
  
[image: A screenshot of a computer

Description automatically generated]Manage Profile
1. [image: A screenshot of a computer

Description automatically generated]After first login update your profile.  
Profile links are displayed under Profile Options. 
Complete all mandatory fields (marked as required), this includes Form of Payment. All optional fields are helpful and may be used during the booking process.
[image: ]Travel arrangers can be added here too.
Search
1. After updating your profile, click the SAP Concur logo [image: ] to begin your travel search.
Choose Round Trip, One Way or Multi City.
Select Flight, Car, Hotel, Rail icons and complete enter your travel details.  
Click Search.
[image: ]Book Flights & Rail
Results can be sorted, filtered using the Sort By option.
[bookmark: OLE_LINK2]Sorting order and/or filters may be used to refine results.
Each tile will show fare summary. Click Fare details for additional information.
Click Select Fare to choose departure flight or rail and then you will be presented with return options. 
Select seats and form of payment on the Review and Book page.
Book Car and Hotel 
1. [image: ]For hotel, after entering search criteria results will display on a map and also in a list. 
Sorting order and/or filters, such as company preferred hotels and sustainability options, are clearly labeled and may be used to refine results. 
Click on View Rooms to see hotel room types and rates.
Policy icons identify in/out policy.
Hotel cancellation policy must be accepted on the Review and Book page.
For car, there are similar search options where selection can be made by car type with policy icon indicators and search abilities that include electric car.
[image: ]Confirm booking
1. The Finalize page provides an overview of segments chosen. Seats can be changed, fare rules can be reviewed, additional segments can be booked, etc. 
A Trip Confirmed screen displays. 
To view, change or cancel a trip, display the trip via the Trip Library or from the section My Trips.
[image: ]
www.adelmantravel.com
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Sign In

Username, verified email address, or SSO code

Remember me
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Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Sponsored Guest Users
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
Interational Travel
Frequent-Traveler Programs
Assistants/Arrangers

Other Settings

System Settings
Concur Connect

Change Password

Travel Vacation Reassignment
Concur Mobile Registration
I'm Assisting...

n  Change Password

Profile Options

Concur Mobile Re;

Travel Vacation Reassignmer

Select one of the following to customize your user profile.

Personal Information

Your home address and emergency contact
information.

Company Information

Your company name and business address
or your remote location address.

Credit Card Information

You can store your credit card information
here so you don't have to re-enter it each
time you purchase an item or service.
Travel Profile Options

Cartier, Hotel, Rental Car and other travel-
related preferences.

Change Password

Change your password.

System Settings

Which time zone are you in? Do you prefer
to use a 12 or 24-hour clock? When does
your workday start/end?

Contact Information

How can we contact you about your travel
arrangements?

Setup Travel Assistants

You can allow other people within your
companies to book trips and enter expenses
for you.

Travel Vacation Reassignment

Going to be out of the office? Configure your
backup travel manager.

Concur Mobile Registration

Set up access to Concur on your mobile
device
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Departing Flight s s

Chicago, Illinois, US - London, GB Departure Date: Monday, December 2 2024 Edit Search

V7 AlFiters (] In-policy Fares ~ Clear All 17 Sort by Earliest Departure v

221 of 221 Flights Round-trip fares include taxes and fees. Additional fees will be shown at checkout.
~
7:45 AM - 7:25 AM*! 1 Stop 170 40m
B United Airlines. Basic Eco Economy Economy Fully Refundable Premium Economy

1AH- LHR

Qg Seat selectionforafee

( Lcermv-onbaginciuded
1t checked bag for $75

g Standard legroom seat

(i Lcer-on bagincluded
1t checked bag included

Qg Standard legroom seat

() Lcomv-on bagincluded
15t checked bag included

Cradle recliner

1 carry-on bag included
2 checked bags included

NEBEF

4 7:45 AM + O'Hare Intemational Airport 2nd checked bag for $100 2nd checked bag for $100 2nd checked bag for $100 Nonrefundable

United Airlines UA 1850 Y Norvehuncable By Nomehundabie gy Fuly efundable Free advanced changes

Duration: 2h 48m Advance changes for $199 Free advanced changes Free advanced changes 1857kg COze

Boeing 737-900 Passengs

oene er % Upgrade not allowed & wikecoe £ urhgcoe
Preview Seat map o
| ontime: 90% & urgcoe

© 10:33 AM * George Bush Intercontinental Airport

Layover: 5h 52m

$945 $1,145 $1,395 052,819

pumgeoe ForoDets > sectFae o oents > selet e FareDeis > seet e e Deats > searae
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London, London, England  £3 Mon, Dec 2nd - Fri, Dec 6th

Accommodations s s

Q Edit Search

[12 Test Text for Hotel shop results

)

V AllFilters v

79 Results

Hyatt Place London Heathrow Airport
“The Grove Bath Road., Middlesex UB7 0DG * ® 16.76 mi * 4-Star Hotel

@Health club @ High speed intemet access @ High speed wireless @ Parking
@ Restaurant
FedRooms Property) Sustainabilty Score: 58 £ 55.2KG COze

Sheraton Skyline Hotel London Heathrow
Heathrow Airport-bath Road, Hayes UB3 5BP * @ 15.42mi * 4-Star Hotel

@Health club @ High speed intemet access @ High speed wireless @ Parking
@ Restaurant
FedRooms Property] Sustainabilty Score: 64 £ 55.2KG COe

Hampton By Hilton High Wycombe
Handy Cross Hub Marlow Hill High Wycombe HP111TJ + © 2993 mi +  3-Star Hotel
@ Complimentary breakfast (@ Health club @ High speed intemet access
@ High speed ireless @ Parking
FedRooms Property) Sustainabilty Score: 50 ) 36KG COze

© Hilton Garden Inn London Heathrow
Eastern Perimeter Road., Hounslow TW6 2SR * @) 14.85mi * 4-Star Hotel

From:

s118

[ View Rooms |

From:

130

[ View Rooms |

From:

$137

[ View Rooms |

From:

$144

11 Sort by Custom v

All prices are nightly rates
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Trip Overview
November 14, 2024 - November 15, 2024

Trip Name *

Trip - Atlanta

Character lmit: 50

Description

1450

Character lmit: 250

Traveler
Gabi Collins

|-y HAMPTON SUITES GWINNETT,
‘Thursday, November 14, 2024 - Friday. November 15, 2024

Vendor Confirmation: 93033537 | Provider Confirmation: 93033537

Additional Information
Your company has requested a few more details about this booking.

Reason for Travel

Enter text

o250

It your Cost Center s diferent for this trp enter i here:

Enter text

Confirmed v

*Required field

Estimated Total Cost @  $119.47

Accommodation v $11047

Rates are quoted in USD.

Gancel Trip

Would you like to book anything
else?

Add
Accommodation

4 AddFlight

& AddRental Car
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