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Travel Setup

Section 1: About this Guide

The information in this guide applies to Travel in Concur Standard. There is a

separate guide for Expense in Concur Standard.

Travel Service Guides

Service

There are travel service guides available for many of the features described in this

setup guide. Where this setup guide describes how to configure each option in the

Travel Setup Wizard - for example, how to enable a direct connect - the travel

service guides are more comprehensive and provide important information like:

e Steps required before using the Travel Setup Wizard, like obtaining the
required agreement with a vendor

e Additional implementation steps, for example, in Travel System Admin
e What the user sees; the user experience
e How the feature works
e The benefits of using the feature
e FAQs
Some of the features in this guide require that you review the travel service guide

before implementing the feature in Travel (direct connects); most do not (travel
rules, organization units, custom text, etc.).

In those cases where it is important to review the information in the travel service
guide for successful implementation, this type of message appears.

For this feature/option, additional steps are required. In some cases, the required steps
must be completed before using the Travel setup wizard (like obtaining a vendor
agreement).

L Refer to the <name> Travel Service Guide.

To locate for guide, see Find the Travel Service Guides & Fact Sheets in the appendix of this
guide.

Description Guide

SAP Concur has added the Service Description Guide link to the Help menu on
the SAP Concur home page. This change is provided in accordance with SAP Concur
Legal requirements.

To access the Service Description Guide link, click Help (upper-right corner) on
the SAP Concur home page and then click the Service Description Guide link.
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Administrationv | Help~ '

Travel Help
Travel Administration Help
Locate Help

c Open Translation Tool

P Processor Privacy Statement

SAP Concur Community

[ Service Description Guide

The Service Description Guide — SAP Concur page appears.

Service Description Guide - SAP Concur

* These documents are provided in selected languages as Indicated below ;

¢ Always clear your cache before clicking a fink balow, This will ansure that your machine has not cached an oldar version

Latest Editions

Sap Concur Service Description Guide - Professional and Standard (China

VNNV VWV VWV

e VWWWWWVWVVVWWWVVWVVWVWWVWWVV\;

Section 2: Introduction

Use the Travel Setup Wizard to manage company options, user data, and travel
booking settings. You can access the setup wizard by clicking Administration >
Setup > Travel at the top of any page. Once in the setup wizard, you can access
different pages by using the left-side menu. None of these steps/pages are
dependent on the other.

Section 3: Log in to Travel - Access the Setup Wizard

P Tolog in to Travel and access the Setup Wizard:

1. Go to www.concursolutions.com.
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2. Type your Login ID in the User Name field.

3. Type your password in the Password field.

NOTE: Remember the password is case sensitive.

4. Click Login.

5. Click Administration > Setup at the top of any Travel page.

Section 4: Setup Wizard
The setup wizard allows you to manage all administrative settings and preferences.

The Setup Wizard page and the setup process differ slightly if you are
implementing Travel by itself versus implementing Travel with Expense.

Implement Travel by Itself (Without Expense)

The Setup Wizard page has 16 steps (detailed in the table below).

Admnstiaion = | e -

CONCUR Trovei Reportng « App Cantes .
Profile -
Sutp - Company -
Travel Setup for sjlSept15
TRAVEL POLICY @ Loarn aboa this sy
Thes step allows you 10 view add and rename fraved palicies for your site
&P Travei Policy
2 Teswvel Rules
= ORI ? o A ytas sue Trawed OO et for your S2e7 TWo Iraves polickes sre mAnmetcally croatend for eoch configuaraton (coury)
Configurable Massaging .
. These can be renamed by chokang B3t to e foft of each opbion. To odd addtorad policies, chok on the Add New Tl Polcy
¢« Custom Tex! [y
1] wnizaty It
&« Pol oo )
Compsaety Lncat _ Travel Policy Name Travel Contiguraton
& -orm of Payment M D Trawed Pty JUIS ) Normal SRS (LS5
| o
& nTrip Fie 1 | Delote Trawet Pomcy (LIS) VIF Septin (US}
n T 5
7 Unu ety
.
gt )
~
= v W
it ¢ i J
x ] & )

The first 14 steps match exactly the steps available when implementing Travel with
Expense; the last 2 steps differ. Each is described on the remaining pages of this
guide.

‘ Step ‘ Option Description/Action

1 Travel Policy Edit travel policy names
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‘ Step ‘ Option

Description/Action

2 Travel Rules Manage travel rules (pre-defined and custom),
benchmark lowest fares, manager notifications, search
options, and other travel features

3 Configurable Manage trip-specific custom messaging

Messaging

4 Custom Text Manage custom text (labels)

5 Organization Units Manage organization units (groups)

6 Policy Violation Codes | Manage messaging and codes for users when booking
out-of-policy trips

7 Company Locations Define company locations

8 Form of Payment Manage ghost cards

9 Discounts and Travel Manage vendor discounts, preference levels, hotel

Content imports, direct connect providers, visa/passport services,
Travelfusion suppliers, and government rates

10 Custom Trip Fields Manage questions asked of the user during the booking
process

11 Custom Profile Fields Manage profile fields

12 Unused Tickets Manage unused tickets for all users

13 Site Customization Upload the customer's logo, and manage other
configuration settings

14 Manage Users Create, modify, and delete users
NOTE: This option appears only if the implementation
does not include Expense Standard.

15 Invite Users Email notification sent out to users at launch
NOTE: This option appears only if the implementation
does not include Expense Standard.

15/ 16 | Agency Settings Manage trips-on-hold, companions, etc., Transportation

Security Administration (TSA) settings, and agency
invoice

NOTE: If the implementation includes Expense Standard,
then this step becomes step 15.
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Implement Travel with Expense

The Setup Wizard page has 15 steps (detailed in the table above).

Adminsianon = | 1eb -

CONCUR Travel Reportng « App Cantos .
Proble - -

Sutup - Company -

Travel Setup for sjlSept15 ol

TRAVEL pOLICY o L eam about this shp

This step allows you 10 view, add and rename fraved policies for your Site

@& Travel Policy

2 Trswel Rules
fgurabie b 3 o Are youg s Il pORBOWSs et fOr YO ST TWo Iraves policies sre mdnsetcally Croaterd for eoch configuration (coutry)
3 Conhgurable Massaging \
o These cmn be renamed by choang Bt to e foft of each opbion. To odd addeonal polickes, chok on the Add New Trived Polcy

4 Cussom Tex! [y
8 Orgamzaton Units

A M |
§  Polcy Viclaton Codes MN .
7 Compearety Locabvns Travel Policy Name Travel Configuration
o L Of Prywmant 01 | Dot Tranweed Pofcy JUISE Nonmal SIS (LS}
8 Discounts and Travel Contant
W Custom Top Fiekt i | Deicte Trwet Poscy (USSP Septin (US}
1 Cusdom Prohle Fadd
12 Unusod Tickets

15 S8s Cusiomezaboy

4 Manage Users

Step 1 - Travel Policy

Overview

A policy is a collection of travel settings and preferences. Concur provides two travel
policies per configuration. You can create an unlimited number of additional policies.
Use the Travel Policy step to:

e Edit the names of the provided (default) policies

e Create new policies

e Delete policies

Ll For complete details, screen captures, and setup steps, refer to the Approvals, Rules,
and Classes/Policies Travel Service Guide.
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Step 2 - Travel Rules

TRAVEL RULES
approvers
Iravel Policy
€D Travel Rglgs
3 Configurable Messaging
4 Custom Text
5 n Unils
8 Po Violation Codes
7 Company Locahons
g8 Form of Payment
8 Discounts and Travel Ce
10 Custom Tnp Fields
11 Custom Profile Fieids
12 Unused Tickets
13 Site ( Of
4 Manage Users
15 Inviie Users

ntet

Traval Rules

This step allows you to define your travel policies, determine the benchmark lowest fare and assign trip

® Fars Manager Notification Search Options Traved Faaturs

Please sefect the traved policy you want 1o update. Be suré 10 save your changes before moving|

I'ravel Polky (US) Normal |V |

Travel Rules

o To enable a née, choose Log for Reports(3), Notfy Manager (), Passive Approval (@) of Ry
Please note: Passive Approval and Require Approval will prevent instant purchass fares fi)

have enabled a rnie, you can change the values associated with it 8e sure to save your

next step,

Travel Itinerary

Desabled

V| Al Tnps

Tab ‘ Description/Action

Travel Rules

L] Refer to the Approvals, Rules, and Classes/Policies Travel

Service Guide.

Benchmark Fare

Refer to the Lowest Logical Fare (LLF) / Benchmark Lowest
Airfare Travel Service Guide.

Manager Notification

Refer to the Approvals, Rules, and Classes/Policies Travel

Service Guide.

Search Options

See below.

Travel Features

Refer to the Approvals, Rules, and Classes/Policies Travel

Service Guide.

Define Search Options

4

To define search options:

1.

In the left-side menu, click Travel Rules.
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TRAVEL RULES

This step allows you to define your trave! polcies, determine the benchmark lowest fare and assign tnp

approvers

1 Travel Policy
o Travel R‘”Ss Travel Rules  Benchmark Fan Manager Notfication  Search Options | Travel Featwes

’ 3
3 Configuratre Messaging
Please sedec! the: trapved palicy yodl waind 10 upcaste Be sure 10 Save your changes before moving|
4 Cusiom Texi
vel Boiey (%1 Normeal
5 ) ation Unils raved Polcy (US) Nomss! _VJ

fwolahon Codes

7 Company Locations
Travel Rules
8 Fom of Payment
® Discounts and Travel Contant o To enable 8 rule, choose Log for Reports@), Notify Manager @), Passive Approval (3) o Ry
10 Custom Trp Fuds Please note! Passive Approva and Require Approval will wavent instant purchase fares i
have enabled 8 rule, you can change the values associsted with i Be sure 10 S your (|

2. Click the Search Options tab.

Travel Rules || Benchmark Fare || Manager Notification | Search Options || Travel Features

This section allows you to determine criteria specific to search requests.
Please select the travel configuration you want to update. Be sure to save your changes before moving on to the next step:

sjiSept15 (US)[¥]

Select the search windows for domestic and international travel.

Travel Policy Time Window

Default Search Window (Domestic): | 3 (recommended) (Domestic) 3 (recommended)
) N Travel Policy Time Window
Default Search Window (International): | 5 (recommended) (intemational) 5 (recommended)

Use domestic default search window for intra-region flights @

Minimum time window: 2 (recommended)

3. Select the desired policy.

4. Modify the settings as needed. Help text is available to explain nuances.

Setting H Default Description/Action

Default Search | 3 Hours Select the number of hours for the default search

Window window, for both domestic and international travel.

(Domestic) The default window will pre-populate when the
traveler selects dates and times on the Flight tab.

Default Search

Window > Hours The traveler can change the default window when

searching but cannot search a smaller time window
than is defined in the Minimum time window field
or a longer time than is defined in the Maximum
time window field below.

(International)

Travel Policy 3 Hours Select the number of hours for the default window for
Time Window benchmark lowest fares, for both domestic and
(Domestic) international travel.
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‘ Setting

Travel Policy
Time Window
(International)

H Default

5 Hours

‘ Description/Action

The default window will pre-populate when the
traveler selects dates and times on the Flight tab.
The traveler can change the default window when
searching but cannot search a smaller time window
than is defined in the Minimum time window field
or a longer time than is defined in the Maximum
time window field below.

NOTE: For Worldspan only, the Anytime option will
appear only for users if the Maximum Window field
is set to 12 hours.

Use domestic
search window
for intra-region
flights

On

Select to enable.
NOTES:

e Domestic is defined as within a country, for
example, Chicago to New York.

o International is defined as crossing a country
border, for example, Paris to Hong Kong, China.

Enabling this feature will cause intra-region itineraries
to default to the domestic time window, for example,

London to Frankfurt will become domestic rather than
international.

Minimum time
window

2 Hours

Select the minimum time window (in hours) that a
user can define for searches.

Maximum time
window

9 Hours

Select the maximum time window (in hours) that a
user can define for searches.

NOTES:

e For Worldspan only, the Anytime option will
appear only for users if the Maximum Window
field is set to 12 hours.

e For Sabre only, the admin can select an option
greater than 9 from the Maximum Window list
only if Bargain Finder Max is enabled and if the
Max Search Results field is set to 200. (Bargain
Finder Max is set in Travel System Admin.)

Default Search
Type

Initially
default to
Search by
Price

Click one of these:
« Initially default to Search by Price
« Initially default to Search by Schedule
« Always default to Search by Schedule

e Only Search by Schedule: When using the Travel
Wizard, users will not have a choice to search by
price or schedule. Travelers are automatically
directed to the Shop by Schedule tab but the
Shop by Fares tab is available for use.
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‘ Setting H Default ‘ Description/Action

Don't show Off Select (enable) this check box if you do not want
prices on prices to appear.
Schedule NOTE: Choosing Only Search By Schedule as the

default search type and enabling Don't show prices
on Schedule will force travelers to always go to the
Shop by Schedule tab where they see a schedule
with no prices. The traveler will be able to select
individual combinations of flights and the low-fare
search would begin when travelers quote their
options.

5. Click Save.

Step 3 - Configurable Messaging

E For complete details, screen captures, and setup steps, refer to the Configurable
Message Boards Travel Service Guide.

Step 4 - Custom Text

O  For complete details, screen captures, and setup steps, refer to the Custom Text
Travel Service Guide.

Step 5 - Organization Units

Overview

Use the Organization Units step to create groups. Then, you can apply certain
settings and features by organization unit.

NOTE: Please be sure to consult your fulfilment TMC on all additions, changes, and
deletions if your company is using organization units to manage company-
level profiles. Changes will have a signification impact to their operational
process.

WHAT THE ADMIN SEES

If enabled, the admin sees the Organization Unit dropdown in the profile in the
Manage User step. This will be editable for any user with access to the setup
wizard.
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User Detail for: sjl0402

Travel Paolicy Manager

Travel Policy (US) Normal ;l Select Manager Clear Manager
Login ID Email Address Password Retype Password
cc@s)l0402.com cc@sjl0402.com

Name

Your Name and Airport Security: Please make certain that the first, middle, and last names showr|
on the photo identification that you will be presenting at the airport. Due to increased airport security
the gate if the name on your identification does not match the name on your ticket.

Title Suffix  First Name Last Name Middle Name

=l e c

GDS Profile Name (@) XML Profile Sync ID (@ [ Organization Unit

Employee ID Account Activation Date

cc@s)l0402.com 04/02/2015

WHAT THE USER SEES

If enabled and made visible to users, the user sees the Org Unit/Division
dropdown in his/her profile in the Company Information section. This will be set to
either view-only or editable, depending on the configuration setup.

Company Information

Employee ID[Required]
co@sjl0402.com

Manager Org. Unit/Division[Required] Employee Position/Title
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Add a New Organization Unit
» To add a new Organization Unit:

1. In the left-side menu, click Organization Units.

ORGANIZATION UNITS

This step allows you to group together users for vanous funcbons

1 Travel Policy
2 Travel Ruks
i “ [
3 Configqurabi Messaging X :
4 Custom Taxt
To add an organization unit, dick Add. To change the name of an organization unit, dick ESL. To|
€3 Organizaion Units o - y
) unk, chck on Detete
§ Policy Vigmbon Codes

ompany Localion

Eomm of Pavimen!
g O o Action Organzaton Una Third Party Data (5
$ Discounts and Travel Content
10 Custom Trg Felds

No recoras found

11 Custom Profie Flalds
12 Inused Tk
! fomszahon
2% Manace Lisa Y Allow 5665 50 view Opanizalion Ut in thelr profi

2. Click Add New Organization Unit.

[+] Add New O’ganizati@n Unit

Action Organization Unit

The Add New Organization Unit window appears.

Add New Organization Unit

Organization Unit

Third Party Data(@

3. Make the appropriate choices as described in the following table.

‘ Field ‘ Description/Action

Organization Unit | Enter a name for the organization unit.
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‘ Field ‘ Description/Action

Sabre Profiles This field appears only if using Sabre Profiles.

Template 1D Work with your fulfillment TMC to determine the Sabre Profiles

Template ID.

Third Party Data If passing to a third party, determine the value to be passed.

4. Click OK.

NOTE: Admins may also assign organization units via the User Upload feature.

Work with Properties

There are three options available via check boxes:
e Allow users to view Organization Unit in their profile

e Allow users to edit Organization Unit in their profile - If selected (enabled),
the check box above will automatically be selected, allowing users to view as
well as edit in their profile

e Require Organization Unit - If selected (enabled), the two check boxes above
will automatically be enabled, allowing users to view and edit in their profile

[+] Add New Organization Unit

Action Organization Unit
Edit Delete HR

Edit Delete Marketing

Edit Delete Sales

[ Allow users to view Organization Unit in their profile
[ Allow users to edit Organization Unit in their profile

Require Organization Unit
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» To use the properties:

1. In the left-side menu, click Organization Units.

ORGANIZATION UNITS

1 Travel Policy
2 Travel Rukes
3 Configurasbi Messaging
4 Custom Taxt
o Organizagion Units
Policy Vidmbon Codes
7. Company Locations
8 Fomn of Paymaean!
9  Discounts and Travel Content
10 Custom Trg Flelds
11 Custom Profee Flalds
12 Unused Tekets
13  Sae Customzation

14 Manage Users

This step allows you o group together users for vanous funcbons

A% Plestere consalt with your Rulliliment traved agency 10 poputate thess fiekds. G

© 7o as an crganization unit, dick Add. To change the name of &n organization uni, dick ESL. To
Unk, chek on Desete
[+] Add New Organzation Und

Action Organzabon Unat Third Party Data 3

No records found.

] Alow users %0 view Organzalion Unit i thel profie

2. Select (enable) the desired properties.

Modify an Organization Unit

» To modify an organization unit:

1. In the left-side menu, click Organization Units.

ORGANIZATION UNITS

1 Travel Policy
2 Travel Ruks
3 Configurabio Messaging
4 Customn Taxt
o Organizagion Units
Policy Vigmbon Codes
7. Company Localions
8 Fommn of Paymaean!
9  Discounts and Travel Content
10 Custom Trg Felds
1 Custoen Profe Flalds
12 Unused Tekets
13  Sae Customzation

14 Manaae Lsers

This step allows you o group together users for vanous funcbons

[ Nlow users %0 view Organzalion Unit in thel profiie

A Plestee consalt with your Rulliliment traved sgency 10 poputate thess fiekds. 5

© 7o as an crganization unit, dick Ad. To change the name of &n organization uni, dick ESL. To
unik, chek on Desete
[+] Add New Ovgamzation Uind

Acbon Organzabon Unat Third Party Data 30

No records found.
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2. Click Edit to the left of the desired organization unit.

[+] Add New Organization Unit

Action Organization Unit
it Delete HR

ﬁ Delete Marketing

Edit Delete Sales

[~ Allow users to view Organization Unit in their profile

The Edit Organization Unit window appears.

Edit Organization Unit

Qrganization Unit
HR

Third Party Data(@)

3. Make the appropriate changes.

4. Click OK.

Delete an Organization Unit

» To delete an organization unit:

1.

In the left-side menu, click Organization Units.

ORGANIZATION UNITS

This step aliows you to group together users for vanous funcbons

1
2
3
4

Travel Policy
Travel Rukss
Configurabio Messaging

Customn Taxt

&P Oruanization Units

Policy Vidrmton Codes
Company Localions

Form of Paymen!

Discounts and Travel Content
Custam Trg Fields

Custom Profe Flalds

Unused Tekets

Plestee consait with your Rulliliment traved agency 10 poputate thess fiekds. G

@ 1o acd an cganization unit, dick Add. To-change the name of an organization unit, dick EGL. To
uni, chek on Detete

[+] Add New Drganzation

Acton Organzabon Unat Third Party Data 30

No recorads found.
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2. Click Delete to the left of the unit.

[+] Add New Organization Unit
Action Organization Unit
Edit Delete HR
Edit Delete Marketing
Edit Delete Sales
3. Then:

+ If no users are assigned to that unit, click OK to delete.

¢ If users are assigned to the unit, you will be asked to choose a
replacement unit.

Step 6 - Policy Violation Codes

L) For complete details, screen captures, and setup steps, refer to the Approvals, Rules,
and Classes/Policies Travel Service Guide.

Step 7 - Company Locations

Overview
Use the Company Locations step to set up company locations for your
organization. There are several uses for company locations:

e You can assign users to company locations in order to automatically add a
work address to their user records. Users have the ability to update their own
home or work addresses in their profile.

e Users can use company locations to search for hotels in Concur Travel. When
users search for a hotel using a company location, users can choose from this
list of locations.

Use the:
¢ Company Locations tab to manage them manually

e Import tab to manage them via import

Map Coordinates

Map Coordinates - also known as geocoding - is the process of assigning latitude
and longitude to a point, based on street addresses, city, state, and zip code. In
Concur Travel, the Map Coordinates option adds the latitude and longitude to a
company location. This allows users to search for hotels by company location.
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» Best Practice tips:

It is not required to add the zip code when adding company locations,
however results will be more accurate if the zip code is included.

For best results, do not include suite or floor numbers with the street address.
You can enter this information after you geocode but before you save to
include it as part of the address.

When entering company locations, enter the addresses consistently. The
company location list is in alpha order by country code. Then, they are listed
by city, state, and location name. If you enter the state for one location but
not for another, they will appear under separate headings in the locations list.

For addresses containing the number (#) sign, change this to the word
Number or abbreviation No. Bing Maps does not recognize the # sign.

Create a New Company Location Manually

P To create a new company location:

1.

2.

3.

In the left-side menu, click Company Locations.

COMPANY LOCATIONS

This step alows you o define your company cabons or offices,. These will dsplay 10 the user as search
critaria for holets. For example, a user can search for hotel properties close to your location in Checago

Travel Poicy

Travel Rules

'
e f ble M 0 To import Compsany Locations 1o your sie, dick the Import 1ab, Once added, you can view, odt and de|
< A0 wable Messagang
o ke g B Company Locatons tah
4 ustom faxt
& rganization Units Comparny Locations port Import Stme
& Polcy Vicdabon Codes
o Company LQCBW"! o To add & vompany locaton, chick Add New Commpany Location. To modify an esten compaty locstio
g Form of Paymeal
N { Now Comi Locabon
s ints and Travel Content (" g v e
w Asiom np Fedd Location Address City Stata'Frovince/Region Country
" ustom Profite Faalds EMt Man Location Uniied States of Amen
12 Unused Tickets

Click the Company Locations tab, if it is not already selected.

Click Add New Company Location.

[+] Add New Compan%ocation
Location a Address Cit

Edit  Main Location

The Location Detail window appears.
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Location Detail for Company: sjl0402

Add the location name and address and then click the Map Coordinates button. This will apply latitude and longitude for the
location and will allow for the location to show on the hotel map In relation to properties in the area. To delete a location
click Delete. Be sure to click Save before moving on to the next step

Location Name Latitude

Timezone Longitude
(UTC.0500) Eastem Time (US 8 Canada) =]

Address

City State/Province/Region Postal Code  Country

Inged Stanes of Amenca _:_J

E3ED

4. Make the appropriate choices as described in the following table.

Field Description/Action

Location Name Enter a name for the location that will be relevant to the user.
This name will appear when selecting locations to find a hotel.

Map Click this button to add the latitude and longitude for the
Coordinates location. If there is more than one possible result, Concur Travel
might show choices in a popup box. Click the choice that most
closely matches the location you are trying to enter.

Phone, Fax Enter this information for the location.
Number,
Timezone,
Address, City,
State, Province,
Region

Zip/Postal Code | Enter the zip or postal code for more accurate geocoding.

Country Select the appropriate country for the location.

5. Click Save.
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Edit a Company Location Manually
» To edit a location:

1. In the left-side menu, click Company Locations.

COMPANY LOCATIONS
This step allows you to define your company ocabons of offices, These will dsplay 10 the user as search
criteria for holels. For example, a user can search for hotel properties close to your location in Checago
1  Travel Poicy
2 Travel Rules
3" Configwable Messagng ° To import Company LOCAons 10 your siie, dick the Import b, Once added, you can view, o0t snd de|
o Company Locatons tab,
4 Custom Text
& Organization Uit Company Loc s | tmport | Impoet S
& Polcy Vicdabon Codes
° CMHNMLQC!W)] ‘ To ixdd & company locaton, cick Add New Cosmgany Locstion. To modify an éxasten compéary locstio)
8 Formol Paa-,vm:nl‘
g Discounts and Travel Content (*) Add New Campany Lacetion
%0 Custom Tnip Felds Location o Address City State'Frovince/Regilon Country
11 Custom Profie Falds Egt Man Location Uniled States of Amern
12 Unused Tickets
13 Site Customuzation

2. Click the Company Locations tab, if it is not already selected.

3. Click Edit for the desired location.

[+] Add New Company Location

Location « Address City §

_E\_’ﬁj% Main Location

The Location Detail window appears.

Location Detail for Company: sji0402

Add the location name and address and then click the Map Coordinates button. This will apply latitude and longitude for the
Jocation and will allow for the location to show on the hotel map in relation to properties in the area. To delete a location,
ciick Delete. Be sure to click Save before moving on to the next step

Location Name Latitude
Main Location

Timezone Longitude
(UTC-05:00) Eastern Time (US & Canada) Map Coordnates

Address

City State/Province/Region  Postal Code  Country
Un#ed States of America =]

,-:““’Pl
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4. Edit the address for the location. (All fields are described above in the
Creating a New Company Location section.)

5. Click Save.

Delete a Company Location Manually
P To delete a location:

1. In the left-side menu, click Company Locations.

This step afows you 1o define your company ocabons of offices, These will dsplay 1o the user as search
critena for holels For example, a user can search for hotel properties close to your location in Checago
Y  Travel Poicy
2 Travel Rules
3 Confgwable Messagng ° To import Company Locatons 10 your sie, dick the Import b, Once added, you can view, o0t and de|
Company Locations tab
4 Custom Text
& - Organization Unfts Company Locatons | Import  [mport Stame
& Polcy Vicdabon Codes
o CQmNﬂY,LQCQWl ° To idd & company locaton, cick Add New Company Location. To modify an exoster compay locstbo
g Formol F‘.r,-l»(“ll\‘
v | At Now Company Locabon
g Discounts and Travel Content Ut bt T e the
W0 Cusiom Tnp Fields Location Address City State'Frovince/Regilon Country
11 Custom Profie Faalds Eft  Man Location Unfted States of Amenc
12 Unused Tickets
13 Site Customazation

2. Click the Company Locations tab, if it is not already selected.

3. Click Edit for the desired location.

[+] Add New Company Location

Location a Address City §

E\_}ﬂi’tﬁ Main Location

The Location Detail window appears.
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4.

Location Detail for Company: sji0402

Add the location name and address and then click the Map Coordinates button. This will apply latitude and longitude for the
location and will allow for the location to show on the hotel map in relation to properties in the area. To delete a location,
ciick Delete. Be sure to click Save before moving on to the next step

Location Name Latitude
Main Location
Timezone Longitude
{UTC-05:00) Eastem Tine (US & Canada) |
Address
City State/Province/Region  Postal Code  Country
Unsed States of Amernica ;l
Save l)«lﬂv“ Cance|
Click Delete.

Import Company Locations

NOTE:Between 9 AM - 5 PM (your local time), uploads are limited to 5MB or

smaller. If you attempt to upload a file that is larger than that, a message
appears. You can often reduce file sizes by changing file formats from .csv to
Excel. If changing the format is not an option, you can upload larger files
after business hours (9 AM - 5 PM your local time).

» To import company locations:

1.

In the left-side menu, click Company Locations.

COMPANY LOCATIONS

This step aliows you to define your company lcabons of offices, These will dsplay 10 the user as search
critaria for hotets For example, a user can search for hotel properties close to your location in Checago

1  Travel Poicy
2 Travel Rules
3 Confiqwable Messagng 0 To import Company LOCAons 10 your siie, cdick the Import 1ab, Once added, you can view, o0t and de|
Y Company Locations tab,
4 Custom Text
Onx 78 ) wile
& Organization Uiy Company Locations || tmport || Tmport St
& Polcy Vicdabon Codes
o CGHNHILQCIWI ’ To idd & company locatin, chick Add New Commpany Location. To modify an ésten) compéary locabo
g Form of Paymeat™
. o] Add Now moany | ocabon
8  Discounts and Travel Content (*) Add New Campany Locetior
%0 Custom Tnp Felds Locaticn o Address City Stata'Frovince/Region Coumtry
11 Custom Profie Falds EM  Man Location Unfind States of Ameng
12 Unused Tickes
13 Site Customazation
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2. Click the Import tab.

Company Locatons Imppet Impoet Status
Lo

@ 1o downioad the sample file:
1. Chick on the Download Sample Link: Download Sample File
2. Save the file to your computer

To impoit & file:
1. Chck the Choose File/ Browse button 1o locate the appropriate e 1o inport. Be sure the document has been
updated.
2. Locate the Company Locations document and dick Open
3. Chek the Upload Your Data button

| o | (Y

3. To complete the import file:

+ Click Download Sample File. A spreadsheet is downloaded; instructions
are included.
¢ On the spreadsheet, add the company locations you want to import.
¢+ Save the spreadsheet as .xml to your computer.
4. To upload:
+ Click the Browse/Choose File (depending on the browser) button.
¢ Locate your saved file.
¢+ Click Upload Your Data.

P To view the import details:

1. Click the Import Status tab to see a list of the last 10 imports performed.

Company |ocatons Limport [mpeort, Status
{E.)
Import Type Status Started Completed User Details
Locations from Excel 201504106 14:23:26 ccgRsjii02 com =

Detmls

2. To see the details on an import, click the Hl icon in the Details column.

L4

*

Details appear toward the bottom, in the Details section.

A link will also be provided to download the original import file, with a new
column at the end labeled Errors.
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¢+ The administrator will be able to identify the issue and make corrections.
The admin can then perform an additional import to apply the changes.

P To validate the import:

Administrators can also validate that the import is complete by clicking on the
Company Locations tab. The new locations appear once the import has run.

NOTE: Administrators most go to another setup step and then return to the
Company Locations step to see this updated.

There is a separate batch job that runs nightly that adds the geo-coding for company
locations. Admins must wait for that to complete before users/arrangers will see
their locations or they can go in and geo-code manually by clicking Edit to the left of
the location, clicking Map Coordinates in the popup, and then Save.

Location Name Latitude

Concur Bellevue
Timezone Longitude
(UTC.05:00) Eastem Tiene (US & Canada) Al Map Coordinates
Address o

601 108th Ave Ni
City State/Province/Region Postal Code  Country

Hellewe WA 8004 United States of Amenca ;j

Step 8 - Form of Payment

Overview

Use the Form of Payment step to add and assign corporate ghost credit cards:
¢ There is no limit on the number of corporate ghost cards supported.
¢+ The admin can define:

« Which segment types should be charged to the card

¢ Whether personal cards are allowed

The AirPlus feature on this page is not available at this time.

L) For information about different forms of payment, how they may affect each other,
and configuration points to watch, refer to the Form of Payment Travel Service Guide.
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Add a New Corporate Ghost Card

» To add a new corporate ghost

card:

1. In the left-side menu, click Form of Payment.

FORM OF PAYMENT

Travel Policy
Travel Rules
Confligurable Messagng
Custom Text
Organizabion Units
Policy Viotation Codes
Company Locations
@ Fomof P

8 Discounts and Travel Content

10 Customn Trip Fields

11 Cuslom Profile Fields

12 Unused Tickets

13. Sde Customization

-~ D oSN -

14 Manage Users

This step allows you to define the form of payment options available to your users. Users are required to
provide a personal form of payment unless a corporate ghost card is added

Corporate Card Administration

|+] Add Corporate Card

Payment Options

Please select the raved configurstion you want 10 upaate:
sjisept1s (US) ]

[] Aow users to reserve hotels with a personal card @)
[T] ANlow users 1o charge alr and rail to a personal card G)

AirPlus Configuration @

[:] Use A1D A I Company Account is not accepled G

[[] show popup with AL DA MasterCard tor pnt duning car and hotet reservations
] send Contymation Fax to Hotel &

2. Click Add Corporate Card.

Corporate Card Administration
[+] Add Corpor% Card

Payment Options

Please select the travel configuration you want to u|

The Credit Card Detail window appears.

by multiple employees to book travel.

Billing Information
Credit Card Numbes Card Typa

Billing Address

Counrdry

United States af Armnenca

Credit Card Detail for Company: sji0402

To add a corporate ghost card, fill in the fields below. All fields are required. A corporate ghost card is a single card used

City StsePovince/Regan Postal Code

Expiration Dase Credit Card Name

o - =ll- =
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3. Make the appropriate choices as described in the following table.

‘ Field H Description/Action

Billing Information - all fields are required

Credit Card Number Enter the card number.
Do not enter dashes, spaces or periods - only the number.

Card Type Select the appropriate card type.

Expiration Date Select the expiration date.

NOTE: Travel assumes that the expiration date is the last
day of the selected month. For example, if you select
February 2016, then the expiration date is February 28
2016.

Credit Card Name Enter the name for the card.

Billing Address - all fields are required

<all fields> Enter as appropriate.

Scroll down to the next section.

Billing Properties

[Wallow Air [Clanow Hotel [Claliow Instant Purchase  Allow Travelfusion/webfares:

Maliow Rail  [JAllow Car [JEnable E-Receipts Never
[Claliow Form of Payment AP| access

Assign users to this card by: |-

e e

‘ Field H Description/Action

Billing Properties

Allow Air Select (enable) the check boxes for the segment types that
Allow Rail can be charged/guaranteed to the card.

Allow Hotel Air and Rail will be defaulted to ON.

Allow Car

Allow Instant
Purchase

Enable E-Receipts

Allow Travelfusion/
webfares

Allow Form of Select (enable) to pass profile data from Concur to third
Payment API Access parties, such as TripLink vendors and fulfillment TMCs.
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‘ Field

<users>

H Description/Action

Assign users to this
card by

Click one of these:
e Travel Configuration
¢ Organization Unit
e Individual User
Travel Configuration:

If you select Travel Configuration, the available travel
configurations appear.

Assign users to this card by: | Travel Configuration _@
[ sjlo402 (US)

Select (enable) the desired configuration(s).
Organization Unit:

If you select Organization Unit, the available
organization units appear.

Assign users to this card by: Organzation Unt =] ~E')

HR
Marketing

Sales

Select the desired unit.
Individual User:

If you select Individual User, the available users
appear.

Assign users to this card by: | Individual User _@

List of Users
- All Users -
C,C

Never, William

Select the desired user(s) and click Add.

4. Click Save. Once a card has been added, the screen refreshes and the grid

updates.
[+] Add Corporate Card
Action Credit Card Name Credit Card Number (& Expiration Date
Dedote |visal Test Visa xooooocooooct 111 052020
Daumant Mintinne
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Define Payment Options

Admins also have the ability to define the payment options. These are set at a
configuration level and provide users the ability to override the corporate ghost card
with a personal card.
The admin can define:

o Whether to allow users to reserve hotel with a personal card

o Whether to allow users to charge air/rail to a personal card

[+] Add Corporate Card

Action Credit Card Name Credit Card Number
Edit Delete Test Visa 3E000000001111
Payment Options

Please select the travel configuration you want to update.

5jl0402 (US) ~|
[~ Allow users to reserve hotels with a personal card

[~ Allow users to charge air and rail to a personal card

P To define payment options:

1. In the left-side menu, click Form of Payment.

FORM OF PAYMENT

This step allows you to define the form of payment opticns available to your users. Users are required to
provide a personal form of payment unless a corporate ghost card is added

1 Travel Policy e

§0 Traaniio Corporate Card Administration

3 Conngurable Messagng (+] Add Corporate Card

4 Custom Text Payment Options

& Organization Units Please select the tnaved configurstion you want 1o upcate

& Policy Viokation Codes sfiSept15 (US) v

7 Company Locations [] Alow users 1o reserve hotels with a personal card &)
o Eorm of Pwn'm [] Allow users 1o charge alr and rail to a personal card G)

Discounts arfd Travel Content
AirPlus Configuration @

] use A1D A If Company Account is not accepted @)

10 Customn Trip Fields
11 Cuslom Profile Fiolds
12 Unused Tickets D Show popup with ALDA MasterCard for pont duning car and hotel reservations

12 Sde Customization [C] send Contymation Fax to Hotel (&

14 Manage Users @

PN Ty e

2. In the Payment Options section, select the desired travel configuration.

3. Select (enable) one or more of these settings:
¢ Allow users to reserve hotels with a personal card

¢ Allow users to charge air and rail to a personal card
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4. Click Save.

Edit a Corporate Ghost Card

» To edit a corporate ghost card:

1. In the left-side menu, click Form of Payment.

FORM OF PAYMENT

Travel Policy
Travel Rules
Conligurable Messagng
Custom Text
Orgamnizabion Units
Policy Viotation Codes
Company Locations
@ Fomof P

& Discounts and Travel Content

10 Customn Trip Fields

11 Cuslom Profile Fields

12 Unused Tickets

13. Ste Customization

-~ D ;SN -

14 Manage Users

This step allows you to define the form of payment opticns available to your users. Users are required to
provide a personal form of payment unless a corporate ghost card is added

Corporate Card Administration

|+] Add Corporate Card

Payment Options

Please select the raved configurstion you waant 10 upaate:
sjisept1s (LS ]

] Alow users to reserve hotets with a personal card &)
[[] ANlow users 1o charge alr and rail to a personal card )

AirPlus Configuration @

[] use A1D A If Company Account s not accepled @

[[] show popup with AL DA MasterCard tor prnt during car and hotel reservations
[C] send Contymation Fax to Hotel &

Save

2. Click Edit to the left of the desired card.

~

[+] Add Corporate Card

Efe Dedote

Daumant Mintinne

Action Credit Card Name

[ViSd) Test Visa

Credit Card Number (D Expiration Date

xoooooooooect 111 052020

The Credit Card Detail window appears.

Credit Card Detail for Company: sjl0402

by muitiple employees to book travel

Bllling Information
Credit Card Number Card Type

ooooooooxxx 1111 VISA

Billing Address

Address
500 West Sth

Ciy StateProvincaRegion
Sealtle Washingson
Country

To add a corporate ghost card, fill in the fields below. All fields are required. A corporate ghost card is a single card used

Expuration Date Credit Cand Name

=15 =l|2020 <f|vestvisa

Postal Code
= pa12s
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3. Make the desired changes.

4. Click Save.

Delete a Corporate Ghost Card
P To delete a corporate ghost card:

1. In the left-side menu, click Form of Payment.

FORM OF PAYMENT

Thes step allows you 1o define the form of payment options available {o your users. Users are required to
provide a personal form of payment uniess a corporate ghost card s added

1 Travel Policy : >
5 Travel Riflos Corporate Card Administration

[+] Add Corporate Card

3 Configurable Messaging

4 Custom Text Payment Options

8 Organizabon Units Please select the travel configuration you want 10 update

& Policy Violahon Codes s|iSeptts (US) V]

7 Company Locabons [] Anow users 1o reserve hotets with a personal card &
o Form of Pa”.ment 1_} Allow users 1o chasge air and rail 1o & personal cand ()

8 Discounts and Travel Content

2. Click Delete to the left of the desired card.

[+] Add Corporate Card

Action Credit Card Name Credit Card Number (9 Expiration Date
Edut ”'Z\."‘fﬁ [viSa) Test Visa oooooocooooct 111 0502020

Dnumn:ﬂ MNintinne

3. Click Yes for the confirmation message.

Enable AirPlus A.1.D.A.

This feature is currently not available.

Step 9 - Discounts and Travel Content

Overview

Use the Discounts and Travel Content step to:
e Add corporate discounts for air, car, hotel, and rail

e Set the preference level for airline and hotel vendors that are not available
in the company's reservation system (GDS)

NOTE:You can set preference levels; you cannot use any other features (like
discounts) on this page for these vendors.
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e Upload hotel property discounts

e Enable all pertinent direct connect provider content (these are typically
vendors who provide access to content not available via the GDS)

e Enable Travelfusion providers

e Enable government rates

anything in this step as it often requires TMC intervention for accurate pricing.
Your agency will provide the codes needed to access your discounts.

IMPORTANT: Consult with your travel agency before adding/modifying/deleting

Add Corporate Discounts for Air, Car, Hotel, and Rail;

Set the Preference Level for Non-GDS Airline and Hotel Vendors;

Upload Hotel Property Discounts

L
Service Guide.

For complete details, screen captures, and setup steps, refer to the Discounts Travel

Enable a Direct Connect Provider
P To enable a direct connect provider:

1. In the left-side menu, click Discounts and Travel Content.

DISCOUNTS AND TRAVEL CONTENT

This step aliows you 10 a0d vendor Gscounts. anable deect cormect providers and impart ol propety
discounts

(rgamnraton Une
0T Crtals, Your agerx noies neeoed b

0 3 oCT Cone

©

. Form of Faymaen!

@D Oiscounts and Travei (‘.oq!tm
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wisad ko

L5

s i wendon decount, chok Add Ar Discount | Add el Chaen Dsooutt, ot Psse

work Wil your TEenert e

port hoted property deso
w Dvext Connerts tah. (y

m aboart

4
wrty

2. Select the desired configuration.

3. Click the Direct Connect tab.

NSOV Horel Irnport/ ot Deect Conmect Viza / Passport Services Travetiusion Suppi

W

Air Connectors

Southwest Airlines [~ Eniatie

Account Number

m(,’;xm,&;ny Short Name 2
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This section contains all the direct connect providers available based on the
regions you have enabled for your site. The most common ones are listed
below.

REQUIREMENTS FOR EACH AIR CONNECTOR

For this feature/option, additional steps are required. In some cases, the required steps
must be completed before using the Travel setup wizard (like obtaining a vendor
agreement).

Refer to the Travel Service Guide for each vendor.

Southwest Airlines

L For complete details, screen captures, and setup steps, refer to the Southwest Direct
Connect Travel Service Guide.

Air Canada

Ll For complete details, screen captures, and setup steps, refer to the Air Canada Direct

Connect Travel Service Guide.

Cleartrip

L) For complete details, screen captures, and setup steps, refer to the Cleartrip (Air)
Travel Service Guide.

Travelfusion

Ll For complete details, screen captures, and setup steps, refer to the Travelfusion Direct

Connect Travel Service Guide.

REQUIREMENTS FOR EACH RAIL CONNECTOR

For this feature/option, additional steps are required. In some cases, the required steps
must be completed before using the Travel setup wizard (like obtaining a vendor
agreement).

Refer to the Travel Service Guide for each vendor.

General

General

[~ Allow departure time to be specified to the nearest quarter hour

Select the check box to allow departure time to the nearest quarter hour.
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Amtrak

' For complete details, screen captures, and setup steps, refer to the Amtrak Direct
Connect Travel Service Guide.

BIBE (Bahn Internet Booking Engine)

L) For complete details, screen captures, and setup steps, refer to the Deutsche Bahn
(BIBE) Direct Connect Travel Service Guide.

SNCF

) For complete details, screen captures, and setup steps, refer to the SNCF Direct
Connect Travel Service Guide.

Trainline

Ll For complete details, screen captures, and setup steps, refer to the Trainline Direct
Connect Travel Service Guide.

Evolvi

D For complete details, screen captures, and setup steps, refer to the Evolvi Direct
Connect Travel Service Guide.

VIA Rail

+ VIA Rail [ Enable

Corporate Discount Code

[~ When making a VIA Rail booking and a Ghost Card is in effect, allow the use of other credit cards as well

To enable:
Field Description/Action
Enable Select to enable.

Corporate Discount | Enter the code.
Code

When making a VIA | Select, if desired.
Rail booking and a
Ghost Card is in
effect, allow the use
of other credit cards
as well
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REQUIREMENTS FOR EACH CAR CONNECTOR

For this feature/option, additional steps are required. In some cases, the required steps
must be completed before using the Travel setup wizard (like obtaining a vendor
agreement).

Refer to the Travel Service Guide for each vendor.

Sixt

Ll For complete details, screen captures, and setup steps, refer to the Sixt Direct
Connect Travel Service Guide.

The discount code for Sixt is entered on the Discounts tab.

L For complete details, screen captures, and setup steps, refer to the Discounts Travel
Service Guide.

Hertz

Ll For complete details, screen captures, and setup steps, refer to the Hertz Direct
Connect Travel Service Guide.

The discount code for Hertz is entered on the Discounts tab.

Ll For complete details, screen captures, and setup steps, refer to the Discounts Travel
Service Guide - to locate, see Find the Travel Service Guides & Fact Sheets in the appendix
of this guide.

REQUIREMENTS FOR EACH HOTEL CONNECTOR

For this feature/option, additional steps are required. In some cases, the required steps
must be completed before using the Travel setup wizard (like obtaining a vendor
agreement).

Refer to the Travel Service Guide for each vendor.

hotel.de

L For complete details, screen captures, and setup steps, refer to the HOTEL DE Direct
Connect Travel Service Guide.

HRS

HRS |_ Enable

Discount Code

NOTE:HRS and hotel.de cannot both be activated.
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To enable:
‘ Field Description/Action

Enable Select to enable.

Corporate Discount | Enter the code.
Code

Related option(s) are hidden, set by default, and cannot be changed.:

Description/Action

Availability timeout | Unavailable

Main customer key Unavailable

Frequent guest card | Unavailable
key

Notify customer Unavailable

Send notification to | Unavailable
additional e-mail
addresses

Additional e-mail
addresses

When you select Enable, the country section appears at the bottom of the Hotel
Connectors section. Select the desired country.

Hilton

Hilton [~ Enable

Discount Code

To enable:

‘ Option ‘ Description/Action
Enable Select to enable direct connect.
Discount Code Enter the discount code.

When you select Enable, the country section appears at the bottom of the Hotel
Connectors section. Select the desired country.
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AOT

/\ IMPORTANT: AOT is currently available only for AMEX in Australia.

AOT [ Enable

AgentlD (@) Password @
To enable:

Option Description/Action

Enable Select to enable.

Agent ID Enter the agent ID.

Password Enter the password.

When you select Enable, the country section appears at the bottom of the Hotel
Connectors section. For AOT, select Australia.

Cauntrﬂ Australia ;I
[ os [¥ pirect connec AOT ~|

Delete country config

Booking.com, CDS, Direct Connect Hotels (Cleartrip Hotels), HCorpo,
iAlbatros, Premier Inn, Rakuten Travel, The Hotel Network (THN), The Lido
Group

Ll For complete details, screen captures, and setup steps, refer to the Hotel Service
Content Suppliers Travel Service Guide.

REQUIREMENTS FOR EACH GROUND CONNECTOR

GroundSpan, SummitQwest, Talixo

L) For complete details, screen captures, and setup steps, refer to the Ground Content
Suppliers Travel Service Guide.

Enable Travelfusion Suppliers

Ll For complete details, screen captures, and setup steps, refer to the Travelfusion
Travel Service Guide.
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Enable Government Rates

NOTE: This tab appears only if you have a United States configuration.

Customers who conduct business with the US Government often are granted access
to special, discounted government rates.

NOTE: Please work with your fulfillment TMC to ensure access to these rates has
been granted in the GDS prior to enabling in Concur.

Ll For complete details, screen captures, and setup steps, refer to the Government
Features Travel Service Guide.

Step 10 - Custom Trip Fields

NOTE: Best practice is to not allow personal, sensitive, or uniquely identifying
information in custom fields.

Overview

You can use custom trip fields to create questions for the user to answer during the
booking process. Concur automatically provides two custom trip fields but you can
create an unlimited number of additional custom profile fields.
Use the Custom Trip Fields step to:

e Configure and enable custom trip fields

e Add more custom trip fields

/\ IMPORTANT: Because travel agencies use custom fields to pass information into
the booking system, you should not add/modify/delete these fields unless you
first verify with your travel agency or Concur Client Support. If you do not verify
first, you risk causing serious issues with profiles and itineraries in the agency
booking system.

Considerations for Creating Custom Fields

NOTE: Best practice is to not allow personal, sensitive, or uniquely identifying
information in custom fields.
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TREATMENT OF EXISTING DATA

When you create new custom fields, you must consider how existing data might be
affected. Travel will treat existing data as follows:

e If you assign valid values where there were none before, existing data will not
be affected but may not display correctly.

e If you change values in a list that are in use, existing data will be updated.
e If you delete a value from a list, existing data with that value will be cleared.

e If you change the data type to numeric, any non-numeric data will be left
unaffected until the next time you edit that employee, at which time a valid
value must be entered.

DETERMINE THE TYPES OF FIELDS

For each new custom field, determine the field type. The following types of fields are
available.

Field type Description/Action

Text/Drop- Creates a text or dropdown menu
Down For this field type:

1. Set the number of characters available in the Max Length field.
2. Choose whether to enter optional values.

+ If you enter optional values, those values will appear in a
dropdown menu.

+ If you leave this blank, the user will be able to type information
into the field.

3. To enter optional values, enter the option name and stored value
and then click Add.

4. Use the Up, Down, Change, and Delete buttons to modify the
values.

Long Text Creates a text field

For this field type, set the number of characters available in the
Maximum Length field. Users will be able to type in the field up to the
maximum length and will not be presented with a dropdown menu.

Number Creates a list of numbers

Yes/No Create a Yes/No list

ORDER OF DISPLAY

By default, fields display to the user in alphabetical order. If you place a number in
front of the text, then the field will appear first.

GUEST TRAVEL BOOKINGS

Be aware that all custom trip fields apply automatically to Guest Travel bookings.
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Configure and Enable a Custom Trip Field
P To configure a new custom trip field:

1. In the left-side menu, click Custom Trip Fields.

CUSTOM TRIP FIELDS Q Laum about th

This ssap alkows you defne questions to be asked of the user dunng the bookng process, such as "What s
Your purpose of Inp?

PROG5E 54001 TN ITaves CONTYUALON yOu! Wi 1D updant

wel Rk
Conliguratie Messaging iSept1s (US) (V]

4 Cuntor |
8 CQrgani Lrst
& Poly Vielubon Code 0 10 o0 & custom tep fesd, chok e custom ek Ink oo poputste tee associyted ey, Onoe you have crested your g
1 U Y Nedds, eratie mach « St By sedected the assocated check boo. Phosse comtar® your hilfiiment traed apency f you
g T want this data wiitien 10 the resenation 5o agency repodting

' Y

8 [Dsooune o Travel Coment Add €

[+]
€D Custom TrigEjekds

\ Enabied Display Name Database Name Data Type Dusplay Settings
" L m Frobie F ki
wnnd Tekats Causstom Ty 1 Cestom T rpF e oy Text Optooal End
1 Siis Customaston 1 Lo Pt 3 Cumyes 1ypol woit> 1wt Yot wdvuel et

2. Select the desired configuration.

3. Click the custom trip field name (ex: Custom Trip Field 1).

Custom Field Detail for Company: sjiO402

This information appears to the user, For exampie: What Is your purpose of trip? Select the data type and add minimum c|
maximum length requirements, if necessary. For example. if you are asking for a cost center and it is always five digits, y
add 5 to the max length. Be sure fo click Save before moving on to the next step

Dwsplay Name Data Type G Max Length Min Length

Caustom Trip Fekd 1 Long Text ;]

Display Settings

I Regquired fiek
w Desplay ot stan of booking 3J

s | ome

4. Make the appropriate choices as described in the following table.

Description/Action

Display Name Text that should appear to the user. Example: What is your
purpose of trip?

NOTE: Best practice is to not allow personal, sensitive, or
uniquely identifying information in custom fields.
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‘ Field ‘ Description/Action

Data Type

Select one of these:
e Text /Drop-Down
e« Long Text
¢ Number
« Yes/No

For Text/Drop-Down

Dsplay Name

Castom Trp Fleld 1

Display Settings

[ Required fiekd

| Display at =tart of boaking ()

Enter optional® values for this attribute

Option {Desplay Name Value (o

* Data entered will be restricted to vaiues listed. If none are provided, any value will be accepted, restricted by data type

Max Length M Leogth

be stored)

Max Length / Min
Length

Minimum and maximum character length

Enter optional
values for this
attribute

To create the dropdown menu, add each option to the Option
field and click Add.

If you want a different value than the display name, then also
add the Value.

Example: Purpose of trip display options are business, leisure
and meetings but the value added to the PNR for the TMC is a
two letter code.

For Long Text

Display Name

ustom Trip Field 1

Display Settings
I Requered fHeld

[T Dvwplay at stant of booking (B

Max Length Min Length

Max Length / Min
Length

Minimum and maximum character length
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‘ Field ‘ Description/Action

For Number

Display Name

Custom Trip Field 1

Enter optional® values for this attribute

Value (W0 be stored

* Data entered wWill be restricted 1o values listed. If none are provided, any value will be accepted, restricted by data type

Display Settings

I Regusred held

T Desplay at stant of bocking (&
Enter optional To create the dropdown menu, add each option to the Value
values for this field and click Add.
attribute
For Yes/No
Display Name Data Type @
Custom Trip Field 1 Yes/No 2|

Display Settings
[ Required field
[ Display at start of booking @

For all types

Required Field Select this check box if this question must be answered by the
user to complete the booking.

Display at Start of | Select this check box if you want the question asked at the
Booking beginning of the booking instead of at the end.

5. Click Save.

6. Once configured, click the check box in the Enable column.
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Add More Custom Trip Fields
» To add more custom fields:

1. In the left-side menu, click Custom Trip Fields.

CUSTOM TRIP FIELDS Q Loum about th

This stap alkows you define questions to be ssked of the user dunng the bookng procass, such as "What s
your purpose of inp?”

Triweod Poly
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Company Locationg fiekis, evnatie sach custom S by sedected the assocted check box. Plasse contaet your iilfiiment traeed agency f you

want this data wiltien 10 the resenation 500 agency repoting.

'
2
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Custom T idn
11 Custom Frotie # ks
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2. Select the desired configuration.

3. Click the Add Custom Trip Field link.

[+] Add Custom Tri%ield
Enabled Display Name

|:| Custom Trip Field 1
[ Custom Trip Field 2

The Add Custom Trip Field popup appears.

Add Custom Trip Field

How many custom fields do you want to add?

4. Select the desired number, between 1 and 10.

5. Click Add. The new fields appear at the bottom of the grid.
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6. Configure and enable the fields as described in Configure and Enable a
Custom Trip Field in this guide.

Step 11 - Custom Profile Fields

NOTE: Best practice is to not allow personal, sensitive, or uniquely identifying
information in custom fields.

Overview

You can use custom profile fields to collect additional information in the user's
profile. Concur automatically provides nine custom profile fields but you can create
an unlimited number of additional custom profile fields.

Use the Custom Profile Fields step to:

e Configure and enable custom profile fields

e Add more custom profile fields

IMPORTANT

e Because travel agencies use custom fields to pass information into the
booking system, you should not add/modify/delete these fields unless you
first verify with your travel agency or Concur Client Support. If you do not
verify first, you risk causing serious issues with profiles and itineraries in the
agency booking system.

e For Concur Standard Travel and Expense customers, custom profile fields are
not synchronized between the two systems. If both systems need to track the
same item, such as a cost center, then a custom field will need to be created
and maintained separately within both systems.

Considerations for Creating Custom Fields

NOTE: Best practice is to not allow personal, sensitive, or uniquely identifying
information in custom fields.

TREATMENT OF EXISTING DATA
When you create new custom fields, you must consider how existing data might be
affected. Travel will treat existing data as follows:

e If you assign valid values where there were none before, existing data will not
be affected but may not display correctly.

e If you change values in a list that are in use, existing data will be updated.
e If you delete a value from a list, existing data with that value will be cleared.

e If you change the data type to numeric, any non-numeric data will be left
unaffected until the next time you edit that employee, at which time a valid
value must be entered.
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DETERMINE THE TYPES OF FIELDS

For each new custom field, determine the field type. The following types of fields are

available.
‘ Field type Description/Action
Text/Drop- Creates a text or dropdown menu
Down For this field type:
1. Set the number of characters available in the Max Length field.
2. Choose whether to enter optional values.
+ If you enter optional values, those values will appear in a
dropdown menu.
+ If you leave this blank, the user will be able to type information
into the field.
3. To enter optional values, enter the option name and stored value
and then click Add.
4. Use the Up, Down, Change, and Delete buttons to modify the
values.
Long Text Creates a text field
For this field type, set the number of characters available in the
Maximum Length field. Users will be able to type in the field up to the
maximum length and will not be presented with a dropdown menu.
Number Creates a list of numbers
Yes/No Create a Yes/No list

ORDER OF DISPLAY

By default, fields display to the user in alphabetical order. If you place a number in
front of the text, then the field will appear first.
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Configure and Enable a Custom Profile Field

P To configure a custom profile field:

1.

2.

3.

In the left-side menu, click Custom Profile Fields.

CUSTOM PROFILE FIELDS Q Lo aty

This step afows you define quashons to be asked of tha uses in e usar's ooline prafie, such as “What is
YOUF cost cantes”™

| Ry Please senct e raved configursion you want 10 upsne

8 Poicy Vioiat ! o Mebd ok s populstie the assocsted Beids. Onoe you have creating you|
Al pbted check box. Plesrse contact your hulllment traved agency if yx
Wy ety
v ol Puymor v )
» Dicounts and Travel Content 1 4
8 Customn Tnp Felds
Erablec Dispiay Name Database Name Daga Type Display Settings
€D Custom Pmmqf‘loh}\
12 Unissed Tekets ™ s ( " AR Caotrerotiel i ong Text Cptional, tat
G =l 1 9 . .
el Camomiuted eD Lotg Tes Optional Eon
& Manasge Usar
. TR e 1 e Tewt Crtional M

Select the desired configuration.

Click the name of the custom field (ex: Custom Profile Field 1).

This Information appears to the user. For example: What is your purpose of trip? Select the data type and add minimum c|
maximum length requirements, if necessary. For example, if you are asking for a cost center and it Is always five digits. y
add 5 to the max length. Be sure to click Save before moving on to the next step.

Display Name Data Type @ Max Length Min Length

Custom Profile Fiedd 1 Longg Text ;] 20

Display Settings

B Reguired Bald
[T Display this field on the My Profile page ()

[T Aow users 10 edit this field on their profile &

4. Make the appropriate choices as described in the following table.

Field ‘ Description/Action

Display Name Text that should appear to the user. Example: What is your
purpose of trip?

NOTE: Best practice is to not allow personal, sensitive, or
uniquely identifying information in custom fields.
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‘ Field H Description/Action

Data Type Select one of these:
e Text /Drop-Down
e Long Text

e Number

« Yes/No

Send to Sabre This check box may appear if Sabre Profiles is enabled. If so,
Profiles it is selected (enabled) by default and cannot be changed.

For Text/Drop-Down

Ciaia Type 3 Max Length Min Lengtr

TexdOrap-Down ;]

Otsplyy Name

Gustom Profile Fiokd 1 20

Enter optional” values for this attribute

Option (Dsplay Name Ve (10 be siored)

* Data endered will be resincted fo values listed If none are provided, any value will be accepled, resincled by data type

Display Settings

I Requimd ekt
[ Display this hekd on the My Protile page ()

™ Anow users o oot this fiekd on thelr profee (7)

Max Length / Min Minimum and maximum character length

Length

Enter optional To create the dropdown menu, add each option to the Option
values for this field and click Add.

attribute If you want a different value than the display name, then also

add the Value.

Example: Purpose of trip display options are business, leisure
and meetings but the value added to the PNR for the TMC is a
two-letter code.

For Long Text

Display Nameo vata Type (B Max Length Min Length

Custom Protie Ficid 1 Long Text

Display Settings
[ Requred ekt
[T Dispiay this heia on the My Profile pege G)
I~ Niow sers 1o edit this field on ther profile (§)

Max Length / Min Minimum and maximum character length
Length
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‘ Field H Description/Action

For Number

Oesplyy Nosne

Cusiom Profile Fiesa 1

Enter optional” values for this attribute

Value (10 De sioeed)

* Data enterad will be restncted to values isted If none are provided, any value will be accepted, restncted by data type

Display Settings
. Reguired hekd
~ Display Ihs hedd on the My Profils page (J

™ Asow users 10 edit this fiekd on thelr protie (7

Enter optional To create the dropdown menu, add each option to the Value
values for this field and click Add.
attribute
For Yes/No
Display Name Data Type
Custom Profile Field 1 Yes/No =l

Display Settings
[~ Required field

I Display this field on the My Profile page
[ Allow users to edit this field on their profile @

For all types

Required Field Select this check box if this question must be answered by the
user to complete the booking.

Display this field Select this check box to make this field appear on users'

on the My Profile | profile pages.

page If you clear this check box, the custom field will appear only to

administrators via the User step; the user will not be able to
view or edit this field in the profile.

Allow users to edit | Select this check box to allow users to edit the contents of this
this field on their field on their profile pages.

profile If you clear this check box, the field will appear to users but
will be grey and not available for editing. Administrators will
be able to edit the field via the User step.
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5. Click Save.

6. Once configured, click the check box in the Enable column.

Add More Custom Profile Fields

P To add more custom fields:

1. In the left-side menu, click Custom Profile Fields.

CUSTOM PROFILE FIELDS © Lowm aty
This step afows you define quashons to be asked of tha uses in 0e usar's ocoling prahie, such as “What is
YOur cost cantee””
1 Travel Polikcy
2 Travel Rules Please seiect fe aved configuision you want 10 upsne
3 Confgurabls Meussging 515‘""'5“-5':":']
4  Cuslom faxt
5 Osgananton \inits
f  Polcy Violshon Codes ’ T ] & Customs rofbe Nebd, ik the custom Nekd ok e popoiste the associstad Beids. Onoe you have creatind you|
7 Company Locations fiedds, enable snch stom fledd by selected the associabed check box. Plesrse contact your halfillment traved 2gency if y|
8 Form of Paymant ward thes Jata wrmien 10 the GOS peofike for sgency reportng
® Discounts and Travel Content [+] Asd Cusstom Profie Fieid
® Custom Tnp Fwids s oras Data Type e
€@ Custom Profigieics — o E— i
12 Utizsed Tickets ™ M CArion Pt Fekd | Caomertiel iwid) Long Text Optional, Lo
13- Site Customezabon 0o Comtom Privtes Fedd 2 CammmEntief hD Lotg Text Optional, £
M Mansge Usars
. Carioen Pl Cadt 0 R Vsl SR el 1 oo Tet Ol M
a1 v | Bsses
2. Select the desired configuration.
3. Click the Add Custom Profile Field link.
[+] Add Customd'ﬁ‘jroﬂle Field
Enabled Display Name
] Custom Profile Field 1
— Custnm Prnfile Field 2
The Add Custom Profile Field popup appears.
Add Custom Profile Field
How many custom fields do you want to add?
K]
1
2
3
4
]
6
7
8
9
1
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4. Select the desired number, between 1 and 10.
5. Click Add. The new fields appear at the bottom of the grid.
6. Configure and enable the fields as described in Configure and Enable a

Custom Profile Field in this guide.

Step 12 - Unused Tickets

Overview

Use the Unused Tickets section to view unused tickets for your organization. This
allows you to take appropriate action to use, refund, or delete unused tickets. Users
are shown their unused tickets during the booking process.

/\ IMPORTANT: Customers will want to work with their TMC to determine how
unused tickets will be used. Concur Travel only alerts the user that an unused
ticket is on file. The TMC actually processes the exchange.

O For complete details, screen captures, and setup steps, refer to the Unused Tickets
Travel Service Guide.

Step 13 - Site Customization

Overview

On the Site Customization setup step, use the Site Wide Settings tab to:
e Add your company logo

e Define your self-registration code and email

NOTE:If a site has Expense enabled, the Self-Registration section will be
hidden. If a site was Travel-only with Self-Registration enabled and
then Expense is added, the Self-Registration feature will be disabled
and hidden.

On the Site Customization setup step, use the Configuration Settings tab
allow/disallow:

e Refundable fares
e Policy by leg (Flex faring)
e Default to Mixed Classes for Class of Service (Flex faring)

e Booking hotels that require a deposit
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Upload a Company Logo

Your logo will appear in the upper right corner of the page.

Note the following:

e Company logos can be either .jpg or .gif files.

e They must be under 100kb in size.

e The image should be no more than 55 pixels in height and 200 pixels in
length.

/\ IMPORTANT: Anything outside of these parameters will be rejected.

» To upload a company logo:

1. In the left-side menu, click Site Customization.

B8 =~ & g AW R o=

-
=

1
12

14

SITE CUSTOMIZATION

This step allows you to customize travel features that apply at the site and configuration level.

Travel Policy

Travel Rules
Configurable Messaging
Custom Text
Organization Units
Policy Violation Codes
Company Locations
Form of Payment
Discounts and Travel Content
Custom Trip Fields
Custom Profile Fields
Unused Tickets

€D site Custor@ticn

Manage Use

Site Wide Settings | Configuration Settings

v Upload Company Logo
v Self-Registration @

2. Click the Site Wide Settings tab, if it is not already selected.
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3. Expand the Upload Company Logo section.

Site Wide Settings | Configuration Settings

@]pload Company Logo

Upload a company logo, The imags file must meet the following specifications:

» We will accept both (.jpg) and (.gif) pictures.
» The file must be under 100kb in size. Anything larger will be rejected.
» The image should be 55 pixels high and no more than 200 pixels in length.

| Browse...
Delete existing

4. Click Browse/Choose File (depending on the browser) to locate your
company logo.

5. Click Upload once you locate the logo file.

Set Up Self-Registration

Ll For complete details, screen captures, and setup steps, refer to the Self-Registration
Travel Service Guide.

Allow/Disallow Refundable Fares;
Allow/Disallow Booking Hotels with Deposit;
Allow/Disallow Policy by Leg (Flex Faring);
Default to Mixed Classes (Flex Faring)

P To change these settings:

1. In the left-side menu, click Site Customization.
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SITE CUSTOMIZATION

This step allows you to customize travel features that apply at the site and configuration level.

Travel Policy

Travel Rules Site Wide Settings | Configuration Settings
Configurable Messaging
Custom Text
Organization Units v Self-Registration @
Policy Violation Codes

~ Upload Company Logo

Company Locations

Form of Payment

Discounts and Travel Content
Custom Trip Fields

11 Custom Profile Fields

12 Unused Tickets

€D site Custon{bﬂon

14  Manage Use

B e =~ & n s W =

-
=

2. Click the Configuration Settings tab.

Site Wide Settings || Configuration ings
Please zelect the travel configurati u want to update.

sjlSeptis (US)

Allow users to request refundable fares
] ealicy by Leg &
|:| Default to Mixed Clazses for Class of Senvice &)

Allow if no approval needed bocking hotels that require a deposit

3. Select the desired configuration.

4. Make the appropriate choices as described in the following table.

Description/Action

Allow users to Select (enable) this check box as appropriate.
request refundable
fares
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‘ Field ‘ Description/Action

Policy by Leg For flex faring, select (enable) this check box to allow policy
and LLF evaluation per leg, which may result in multiple
violations per trip.

L Refer to the Flex-Faring Travel Service Guide - to
locate, see Find the Travel Service Guides & Fact Sheets in
the appendix of this guide.

Default to Mixed For flex faring, select (enable) this check box to default the
Class for Class of Class of Service dropdown in the Travel Wizard to Mixed
Service Classes and ensure the search results for all cabins allowed

for the user will be returned.

Ll Refer to the Flex-Faring Travel Service Guide - to
locate, see Find the Travel Service Guides & Fact Sheets in
the appendix of this guide.

...booking hotels Select one of these:
that require a

« Allow if no approver needed
deposit PP

« Do not allow

5. Click Save.

Step 14 - Manage Users

Overview

The menu and process differ depending on:

e Whether you implement Travel with Expense or without Expense
-and -

e Whether you are adding users or updating existing user information
- and -

e Whether you are completing the task manually (using the user interface) or
via import

All situations are described on the following pages.
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MENuUS

Menu options differ if you are implementing Travel with Expense or without
Expense.

Travel with Expense: Travel without Expense:
13 Site Customization 13 Site Customization
14 Manage Users 14 Manage Users
15  Agency Settings

16 Agency Settings

If implementing Travel with Expense, the Invite Users option does not appear.
That task is completed on the Users page in Product Settings for Concur Expense.

ADD AND MODIFY USER INFORMATION MANUALLY

If you are implementing Travel without Expense, you can use the Manage Users
step in Travel setup to manually add/modify/delete users, change passwords, and
manage other information for Travel users.
If you are implementing Travel with Expense:

e Add users on the Users page in Product Settings for Concur Expense.

e Modify user information using the Manage Users step in the Travel Setup

Wizard.

ADD AND MODIFY USER INFORMATION VIA IMPORT

If you are implementing Travel without Expense, you can use the import in the
Manage Users step in Travel setup to import new users as well as modify existing
user information.

If you are implementing Travel with Expense:

e Add users via import on the Users page in Product Settings. On the Users
page, click Import Users to download a spreadsheet.

e Modify user information via import using the Manage Users step in the
Travel Setup Wizard.

NOTE:Between 9 AM - 5 PM (your local time), uploads are limited to 5SMB or
smaller. If you attempt to upload a file that is larger than that, a message
appears. You can often reduce file sizes by changing file formats from .csv to
Excel. If changing the format is not an option, you can upload larger files
after business hours (9 AM - 5 PM your local time).
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Manually Add a New User — Travel WITHOUT Expense
» To add a new user:

1. In the left-side menu, click Manage Users.

MANAGE USERS

Thas step slows you 10 add new usens. search for eccsfing users and update thew iformation. a3 well 33 deactivate users

8 ko L0 Bve Sght of thitr v
Lt
m oie . P et -
at 4}

Last Narvw | Pt Nares el Adsyune Actres Profils Accces ()

et 1% sow " r

2. Click New User. The User Detail window appears.

User Detail for: sjl0402

Traved Poscy Manages
Logn 1D G) Email Address Password Retype Password
Name

Your Name and Airport Security: Please make certain that the first, middie, and tast narmes shown below are identical 1o those
on the photo identification that you will be presenting at the arport Due 10 ncreased airport secunty, you may be turned away at
the gate if the name on your entification does not match the name on your ticket

Title Suftx  First Name Last Name Middie Name

o3 =

5

NNV

3. Make the appropriate choices as described in the following table.

Field Description/Action

Travel Policy Select the travel policy that will apply to the user.

Manager Select the user's manager's name.

« If you are planning to use approvals or notifications, every
user should have a manager displayed in this field. Click
Edit to search for and select a manager.

« If approvals or notifications are not used or will be
handled by a designated travel approver, it is not
necessary to select a manager in this field.

You can also define at the travel-class level via the Travel
Policy step.

Travel Setup Guide For Concur Standard 53
Last Updated: December 10, 2021
© 2004 - 2023 SAP Concur All rights reserved.



‘ Field

Login ID

‘ Description/Action

Enter the user's ID for logging in to Travel.

e« ONLY the following special characters are allowed:
hyphen, at symbol, period, and underscore. (- @ . _)

Leading and trailing spaces are permitted. Verify that you
have not entered one in error.

e The LoginID must be unique across all Concur products. If
a LoginID is currently in use in any Concur product, it
cannot be assigned again unless the original occurrence is
changed. For example, assume that a LoginID was
assigned in error. That LoginID can only be used again if
an admin (either manually or via import) renames the
original occurrence, allowing the LoginID to be used
again.

Email Address

Enter the user's email address

e ONLY the following special characters are allowed:
hyphen, at symbol, period, and underscore. (- @ . _)

« Leading and trailing spaces are permitted. Verify that you
have not entered one in error.

Password / Retype
Password

Enter the password for logging in to Travel.
This is the field to use if you want to reset a password as well.

If you reset a password to the user's Login name, the system
will automatically prompt the user to change it the next time
he/she logs in to Travel.

Title, First Name,
Middle Name, Last
Name, Suffix

Enter or select as appropriate.

IMPORTANT! The user's name should always be the name
that appears on his/her identification for travel purposes.

Scroll down to the ne

GDS Profile Name (8 XML P

Employee 1D Accour

Permissions
Guest booking 3)
Report user (3)
Admin Permission (3

| Trplink Travel Policy Admin

Save Canced

AAAAAAAAAAANAAAAANAAAANANAANANANANANNNANNNANANANNNNNANANNNNNNNNANANANNNNAAN

1211872

Oata Retention Administrator {

xt section.

rofse Synec 1D 3

W Activation Date  Account Termmination Dale

017

I~
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‘ Field

GDS Profile Name

‘ Description/Action

Provided by the TMC

XML Profile Sync ID

Either:

« If the field is already populated, make no changes; the
field has been configured to provide either the Login ID or
the Employee ID.

« If the field is blank, enter the identifier as defined by your
company or TMC.

Organization Unit

Select the desired organization unit.

Employee ID

Enter the employee ID

Account Activation
Date

Concur automatically assigns the date the user record was
created.

Account
Termination Date

Enter (or select using the calendar) the date the user will stop
using Travel. Once a user is de-activated, they no longer can
access Concur Travel.

If someone is leaving the company or will no longer be
traveling, set this date to the last date the person will use
Travel. You can set this to a date in the past to deactivate
someone immediately.

<custom profile
fields>

Add values here if applicable as directed by your company.

Permissions

Select the check boxes that apply:

« Guest booking: Allows user to make bookings for non-
profiled travelers, such as recruits

« Report user: Grants access to reports
« Admin Permission: Grants access to the setup wizard

« TripLink Travel Policy Admin: Grants access to TripLink
(This check box appears only if this feature is enabled for
this company.)

L For more information, refer to the TripLink User
Guide.

« Data Retention Administrator: Not yet available; do
not use

4. Click Save.

Manually Add a New User - Travel WITH Expense

» To add a new user:

1. Click Administration > Expense Settings or Expense & Invoice

Settings.

2. In the Product list click Expense.
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3.

SAP Coneur [C]  Adminbtation «

b oy Cemmag Pwvel Gtungy  Comguwyy «
9 Settings product{| Epaee v |
| Epane B ‘
| LT |
Deployment Toolkit " — —
Rraawces fot rpling BAD Concas teg oy compary won andaiasaasleses
|

In the Access To Concur section, on the User Accounts tab, click Edit.

User Accounts

Set up and manage your Concur users and their permissions.

The Users page appears.

7
Users @ s
Use the Add Users buttan below to add wsers one ot a time {manually). or by imparting through a spreadsheet.
Manage Users (158) Search by Mame, Email, or Manager | Q |
== Show:  Acive Users
O LactMame- Firct Name Emal Manager Aatue
o o« Busgat BusgatAcmingltangochris.com Ay reompios
o - Expanse hcthon
o o« Cammen, Sus ctton
o ctton
o ctton
o ctton
o
[m]
o
o Cammon, Sus:
o
o -
o =
O  mngechis s Cammon, Sus:
o = Parw Ll
o I thn
o cies thn
o v sies i
- Displaying 1 - 18 of 18

On the Users page, click Create New User to add a new user.

1 ume b inTaos Saltmge Ly

Usars Nea help?
© tow 1 woo

TS % where pow 900 WBars J0ACH 3 @I Uers. 300 UOEe e rfoemsaben. Chok ‘Croste New User” 1o oo & wsar. I pow Sane 3 g
numer of wsers, Cormider ung Tt Usery” aetead

m m VLo e asa {9
oM
ot Tawt N tmad
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The Create User page appears.

Expanse & Invoice Ssttings
Create User

of users, consider using ‘Tmport Users' instzad.

m Fares!

¥ Automatically send inwite email on save

User Information

This is whers you add users, search for existing users, and update user information. Click "Create New User’ to add a user. If you have a large number

Meed help?
© How it works

Ex=mpt from Expense Type Limit rules?

Employes Administration Country/Region * Reimbursement Currency * Reimbursement Method *

| v v .
Expenze Manager Request Managsr Inwoice Approver

| Mo Default Manager | b | | Mo Default Manager | ~ | | Mo Default Manager | v |

User Permissions - check all that apply

Cognos Reporting Access
Mo Reporfing Access | = |
Expense Request
Can Administer (includes Request) Can Submit Reguests
Can Process Expenss Reports Can Approve Requasts

(includes Requests)
¥ Can Submit Expenzs Repors
Can Apgprove Expense Reports

Invoice

Is Inwoice Admin?

Is Inwoioz AP User?

|5 Inwoice Chwiner?

|5 Inwoice Approver?

|5 Purchasing Admin?

|5 Inwoice Vendor Manager?
Is Inwoice Processor?

|5 Inwoice Payment Manager?

Login (email address) * Password * Retype Password *

If | | ] | :I

First Name * . LastMame* ~ MiddeName _ EmgopeiD” @
|_ J J | J |

Email

If ﬁl

CountryiRegion Of Residencs * StaieProvince Locals = # Active

4. For the Expense-related fields, refer to the Shared: Users Setup Guide for

Concur Standard Edition.

Expense

O Can Administer (includes Reguest)

[ Gan Process Expense Reports
(includes Requesis)

Zan Submit Expense Reports

[0 Can Approve Expense Reporis

[ Can Administar Cash Advance

A
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5.

For the Travel-related fields, make the appropriate choices as described in
the following table.

MAAAAAAAA

g NAAAAAAAAAAANANANNANAANANNANNNANNNANNANNANNAANNNANNANNAN
Organzaton Uit Travel pohcy

| Traved Polcy (US) 6

Rembursement Method

I Flease Sedect

User Permissions check all that apply

Cognus Reportng Access

Salect Onp

Expense Travel

[V Traved ard Expense Administrator =

2 | Guest booiong
[¢ Can Submit Expense Reports | Repost user

[v" Can Approve Expense Reports

Additional configurations

Account Activation Diade Account Terminaton Dase GOS Protde Name XML Profhle Sync 1D
|

' 04X17/2016

Field Description/Action

Travel Policy Select the travel policy that will apply to the user.

Travel (permissions) section

Travel Only Select to allow access to the setup wizard where the user can
Administrator modify user information but cannot add a new user.
Guest booking Select to allow the user to make bookings for non-profiled

travelers, such as recruits.

Report user Select to allow access to reports.

Additional configurations

Account Activation Concur automatically assigns the date the user record was
Date created.

Account Enter (or select using the calendar) the date the user will stop
Termination Date using Travel. Once a user is de-activated, they no longer can
access Concur Travel.

If someone is leaving the company or will no longer be
traveling, set this date to the last date the person will use
Travel. You can set this to a date in the past to deactivate
someone immediately.

GDS Profile Name Provided by the TMC
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6.

‘ Field ‘ Description/Action

XML Profile Sync ID | Either:

« If the field is already populated, make no changes; the
field has been configured to provide either the Login ID or
the Employee ID.

« If the field is blank, enter the identifier as defined by your
company or TMC.

Click Save.

Locate an Existing User — Travel WITH or WITHOUT Expense

P To locate an existing user:

1. In the left-side menu, click Manage Users.
MANAGE USERS
[
@ Manvy
iy
NOTE: The sample shows Travel without Expense. If implemented with
Expense, the New User button is not available.

2. Use the Search field to type in a hame or any part of a name. Entries in this
field are not case-sensitive. Check the box to include inactive users if you
want to search all profiles. Leaving this unchecked will limit the search to
active profiles.

3. In the results list, click the name of the user (link) that you want to review.
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Edit User Information — Travel WITH or WITHOUT Expense

»

To edit an existing user's information:

1.

In the left-side menu, click Manage Users.

MANAGE USERS

Thas step slows you 10 add new usens. search for eccsfing users and update thew iformation. a3 well 33 deactivate users

Last Narvw | Pirst Kares el Adsyune Actres Profile Acoces ()

e

NOTE: The sample shows Travel without Expense. If implemented with
Expense, the New User button is not available.

Click Edit for the desired user. The User Detail window appears.

Make the desired changes as defined in Adding a New User in this guide.

NOTE: Depending on your permissions, you may not be able to edit all fields.
Go to the Users page in Product Settings to see if you can edit those
fields.

60

Travel Setup Guide For Concur Standard
Last Updated: December 10, 2021
© 2004 - 2023 SAP Concur All rights reserved.




Delete Users — Travel WITH or WITHOUT Expense

P To delete an existing user:

1. In the left-side menu, click Manage Users.
MANAGE USERS
[}
o".;uur. "“;‘ "
Lies T“'ni
NOTE: The sample shows Travel without Expense. If implemented with
Expense, the New User button is not available.

2. Locate the desired user, using the Search field (as described above), if
necessary.

3. Click Edit for the desired user. The User Detail window appears.

4. Enter a date in the Account Termination Date field. Enter the date the user
will stop using Travel. Once a user is de-activated, the user will no longer
have access to Concur Travel. You can set this to a date in the past to
deactivate a user immediately.

5. Click Save. Concur Travel will also delete the GDS profile 24 hours later so

the TMC knows that user has been de-activated. De-activated profiles remain
in the Concur Travel database until the site is deleted.

Import Users — Travel WITH Expense

If you are implementing Travel with Expense:

Add users via import using the Users step in Expense setup.

L] Refer to the Shared: Users Setup Guide for Concur Standard Edition.

Modify user information via import using the Manage Users step in the
Travel Setup Wizard.

Travel Setup Guide For Concur Standard
Last Updated: December 10, 2021
© 2004 - 2023 SAP Concur All rights reserved.

61



Import Users — Travel WITHOUT Expense

If you are implementing Travel without Expense, you can import new users and
modify existing user information via import in the Travel Setup Wizard.

» To import users:

1. In the left-side menu, click Manage Users.

MANAGE USERS

Thas step wlows you 1o add new users. search for exating users and update thew iformation. a3 well as deactivate uzers

t  Toweel Pubcy

3
- @ 70 o\ £ sew wney maruly, Rk e Liser Yo a8 3 uter's deton, (N B3 1 the ket of the woers ndrve. T moont Lbes, ek [ngert (hen. Ty wew the
S ovofie kon (o She sght of it nane
‘.
’
sem Tt Dty ot s
L)
) (4] Merw Lizes
)
¥ Dracourss and Traed Last Narvw | st Kures Tt Adsyune Actres Profils Acoces (8
el
L Chercier Chen r@uiest 15 con e s
o Custom Top Faids
n  Custom Prodle Pk
W Unusnd Tickets
0 Sta Cavamealior

€ Manage Users

2. Click Administer Users. The Administer Users window appears.

Administer Users for: sjilO402

Manage Usérs Import Status

I'he User Import can be used to Import new users and update existing user information
The User Import requires Microsoft Excel and a user import fempiate formatted to your organization's specfications
To download the user import base {emplate
1 Make sure all other Excel spreadsheets are closed
2 Importing users simplifies your administration tasks by prowding a way 1o add data you already have on file, instead of
adding it manually

File Name Description
Download  Usér General The templaie wil create and updale the user record and profile in Concur (Rest modfied on /72014
Infoemstion 82922 AV
Download Creat Cards The tempiate wil create and update credit cands in users’ profles (last modiiiad on 41142014
1208 46 PM)
Download System Seitings The templale wil allow you 10 update Me system setlings for users (last modiied on 414/2014
12.08 46 PM)

Important Information: Data Import can use Excel spreadsheets saved as XML Spreadsheet (* xmli) data. Simply
populata the fields in downloaded tempiate, save 1, and upload the XML fée in the import data section You should not
change column titles, diete colums, or change worksheet names

3 Save the file 1o your computer

4 Open the file usang Microsoft Excel

You can enter user data daectly in this fle, or use it as a guide 1o generate the user import spreadsheet

| Browse. ’ All User Data lmport From Excet x|

3. Click the Manage Users tab, if not already selected.
4. Click the Download link to the left of the desired file.

5. Update the file and save to your computer.
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6. Click Browse/Choose File (depending on the browser) to locate the updated
file on your computer.

7. Once added, click the Upload Your Data button.

View Import Status — Travel WITH or WITHOUT Expense
P To view the import status:

1. In the left-side menu, click Manage Users.

MANAGE USERS

Thas step wlows you 10 3dd new usens. search for exating users and updiate thew iformation. a3 well 35 deactivate urerns

i @ 70 o\ £ sew wney rarusly, Dk e Liser Yo a8 3 uter's deton, (N B3 1 the ket of the woers ndrve. T moont Lses, ek [ngert (hen. Ty wew the
Comgirabie Meassagrg
rofie on o Bhe sght of e nane
. Cuntom Text
’
- € L 8 e domirat e
L)
y (4] Mew Lizo
]
§  Oracoums and Traed Last Narvw | Frst Kures Tt Adsywane Actres Profils Accces ()
Cotriil
r Cherciet Chem r@uiest 15 ton e s
o Custom Top Faids
" Custom Prodle Freécds
W Unusnd Tickets
0 Sta Cevameator

€ Manage Users

o Age

NOTE: The sample shows Travel without Expense. If implemented with
Expense, the New User button is not available.

2. Click Administer Users. The Administer Users window appears.

Administer Users for: sjiO402

Manage Users Import Status

I'he User Import can be used 1o import new users and update existing user information
The User Import requires Microsoft Excel and a user import fempiate formatted to your organization's specfications
To download the user import base {emplate
1 Make sure all other Excel spreadsheets are closed
2 Importing users simplifies your administration tasks by prowding a way 1o add data you already have on file, instead of
adding it manually

File Name Description
Download Usér General The templaie Wil create and updale the user record and profile in Concur (Rest modfied on B/7/2014
Infoemstion 82922 AW
Download Crealt Cards The tempiate wil create and update credit cands in users’ profles (last modiiiad on 41142014
1208 46 PM)
Download System Seitings The templale wil allow you 10 update Me system setlings for users (last modiied on 4142014
12.08 46 PM)

Important Information. Data Import can use Excel spreadsheets saved as XML Spreadsheet (* xmi) data. Simply
populate the fields in downloaded tempiate, save 1, and upload the XML fée in the import data section You should not
change column titles, diete colums, or change worksheet names

3 Save the file 1o your computer

4 Open the file using Microsoft Excel

You can enter user data duectly in this fde, or use it as a guide 1o generate the user mport spreadsheet

| Browse ’ Al User Data import From Exced x|
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Click the Import Status tab to view the status of the last 10 imports.

To see the details on the particular import, click the icon in the Details
column.

¢ Details will show below with time/date stamps.

¢+ Alink will also be provided to download the original import file, with a new
column at the end labeled Errors.

¢ The administrator will be able to see what the issue was and make
corrections. They can then perform an additional import to apply the
changes.

Access User Profiles — Travel WITH or WITHOUT Expense

» To access user profiles:

1.

In the left-side menu, click Manage Users.

MANAGE USERS

Thas step wlows you 10 3dd new usans. search for eccsting users and update ther iformation. o well 33 deactivte usen

e - the
) 0~ ' E ,
] Lirst
m Semtt 1 () wmiate domtontad Lo
and Traes Last Narvw | Pt Narew Frrusd Adoywnae Actres Profile Accoces ()
Sadtect 1t sor - ’

NOTE: The sample shows Travel without Expense. If implemented with
Expense, the New User button is not available.

Click the icon in the Profile Access column. The profile page appears.

Traveler Personal Profile - Personal Information

Jomp To Persons misrmaton Il Choose
Disabiad Nakds (gray) cannot be changad. It Mene are efrors i these Nalds. condact your company’s avel administrator CHangs
Fields makedRequired] must be compiatad 10 Save your profike

Important Note

Vouar Mo dind Alrport Security: P ’ Vs e IR, ] it reamess shosen Dolow an hticw e o W e 4
rcntiog At the Sdpodt. Dus: ) ncmsesd SpOoIt secutiy, you mey Be Lunod swery ot the gate I the e o0 pour dertfication doos ot et

Toe{Required) First Name{Reguired)| Miode Narme Nchname ast Name{Reguired] Sty

2] ows Clmton

I Mo Iaese Name

A A N A N A A N S N N N N N N A AL NSNS AL AL AN NN

Make the desired changes.
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4. When you click Save in Profile, this will push all changes to the GDS or the
third-party profile sync tool (if applicable).

When you view the profile, this will pull data from the GDS or the third-party

profile sync tool (if applicable). This portion will occur only if bi-directional
sync has been enabled in the travel configuration.

Step 15 - Invite Users

Overview
The Invite Users step appears only if Travel is implemented without Expense.

Use the Invite Users step to perform the final actions to launch your new travel
site. You can add a custom message to the email that all your users will receive
when you launch the site. This email contains a link that allows users to log in and
set up a secure password.
Invite Users does the following:

e Allows you to add a personal message to the welcome email

e Alerts your entire organization that Concur is now ready to accept travel
bookings and sends a welcome email to all users

e Provides employees with a link to access the site and begin booking travel
Invite Users
P To invite users:

1. In the left-side menu, click Invite Users.

This step sllows you to configure 3 welcoma massage that will be sent 10 all new users added 10 the sae_ It will includa 3 tnk for the
naw user 1o log in for the first ime
t T
I
Conf B M 0‘.«. Af v Em Yot 0O M 1 you weant 1o st
onhaurabre C e
nitisl
A
6 watior tme ot -
St Tant 2 F F 3 5
cenpany Locations B Z U EEBRN FPwgraph = Fot Fasly « Foot Sie
9/ Form oF Feyment ADBEIEIE i JEJIJmQ A-¥-3
- "5 “[,' o ‘ Your company has ceated & Cancur sczoun for you' Comsur i an anine bavel )
manegemant sl -
10 StoIT f shoka and with e
" " i
u T el
1 \| )
14 Manage o
o Invite Users v
M Agercy Setting St Negards
Path p
| Autoemaie Ay send owile emad Yr any fow u
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2. Enter your custom text in the Email Text field. This text will be displayed at
the beginning of the welcome email, followed by the standard text.

3. Select Automatically send invite email for any new users if you want
any newly added users (added either manually or via upload) to automatically
receive this email.

4. Then, click:

+ Cancel: All changes in the HTML editor are ignored.

¢+ Save: Changes will be saved but no email is sent, unless the check box to
automatically send for new users is checked. If that is the case, then the
new version will be used in those scenarios.

¢+ Send: Email will be sent to all existing users.
Step 15/16 - Agency Settings

Overview

Use the Agency Settings step to manage:

e General agency settings, such as trip-on-hold, multiple booking sources,
companions, etc.

e Transportation Security Administration (TSA) settings

e Agency invoice options

NOTE: The step number will differ depending on whether you are configuring Travel-
only or Travel with Expense.
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Work with General Settings
P To change settings:

1. In the left-side menu, click Agency Settings.

This step allows your fulfillment travel agency to configure items specific to their operational process.
1 Travel Policy
2 Travel Rules
. Please consult with your fulfillment travel agency to populate

3 Configurable Messaging © e °
4 Custom Text Please select a configuration:

o .
5 Olg.amz?nm. Units stSe:ﬂE-[US]
6 Policy Violation Codes
7 Company Locations

srm of Pay
& Form of Payment [] Enable multiple booking sources capability ) Maximum Companions D
9 Discounts and Travel

Content |:| Use passive approval for offline approval reguests (3

10 Custom Trip Fields Allow users to put trips on hold

11 Custom Profile Fields
12 Unused Tickets Mumber of days o held frip:

13 Site Customization No limit [
14 Manage Users

Show the Comments to Agent text box

15 Invite Users
€ Agency Settings Transportation Security Administration (TSA) Secure Flight Options

For information required by the TSA for travel to, from, connecting in and flying over the USA:
Show applicable fields on profile, but don't require; prompt and reguire if missing, and give the option to save
‘When to send TSA-required data to air camiers

Only for fravel to, from, connecting in and flying over the USA

Agency Invoice @
|:| Use agency invoice for GDS Air @

|:| Use agency invoice for SNCF (3]

2. Select the desired configuration.

3. Make the desired selections:

Option Description/Action

Enable multiple Select this check box to allow users to combine GDS in the
booking sources same PNR with: Air Canada, Southwest, Travelfusion (web
capability fares), Cleartrip, and Amtrak.

NOTE: You cannot enable Agency Invoice and Enable
multiple booking sources capability. If you attempt to
save with both, multiple booking sources will be disabled.
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‘Opﬁon

Maximum
Companions

‘ Description/Action

Select the number of companions that will be allowed in the
same trip, treated as a group, in one reservation (PNR).

If you select a number greater than zero, the Number of
adults list appears in the Travel Wizard so the user can
select the number of traveling companions.

IMPORTANT: This feature should be enabled only by the
fulfillment travel agency or with their permission. There may
be challenges with supporting this feature from a TMC
perspective.

NOTES:

« If there are schedule changes, then the airline will do its
best to keep the travelers together.

e The airline will do its best when one person uses his/her
status to upgrade another, for some airlines.

« If one of the users has to change his/her trip, the
reservation must be "split" before the change can be
made.

« Some fulfillment travel agencies do not support
companion travel due to the operational challenges with
changes.

« This setting will not appear if the travel configuration is
associated with Amadeus.

Use passive approval
for offline approval
requests

This feature should only be enabled by the fulfillment TMC.

The agency must populate the offline approval queue for this
to work via the Agency configuration.

Allow users to put
trips on hold

Select this check box to allow travelers to hold a trip on the
Trip Booking Information page, which is the point where
they would normally purchase the trip.

This option reserves the fare and any other options;
however, it does not send the flight for ticketing until the
traveler chooses to purchase the fare in Travel. It is
important to make sure that travelers are aware of rules and
limitations for holding fares.

Show the Comment
to Agent text box

Select to allow the Comments to Agent field that appears
on the Trip Details page.

NOTE: This causes a reservation to fall out of automation
and be looked at by an agent. This typically incurs a "touch
fee" and becomes a more costly PNR for fulfillment.

Number of days to
hold trip

Select the number of days a user can place a trip on hold.

4. Click Save.

Work with TSA Settings

L) For complete details, screen captures, and setup steps, refer to the Transportation
Security Administration (TSA) Requirements Travel Service Guide.
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Work with Agency Invoice Settings

Some customers and TMCs have an agreement that monthly billing will be used for
air tickets via the GDS. In this case, Concur does not ask the user for a credit card
and writes the form of payment to the PNR as invoice. The agency issues the ticket
and then provides a bill to the customer.

NOTE: You cannot enable Agency Invoice and Enable multiple booking sources
capability. If you attempt to save with both, multiple booking sources will be
disabled.

) For information about different forms of payment, how they may affect each other,
and configuration points to watch, refer to the Form of Payment Travel Service Guide.

Section 5: Travel Reporting

Overview

Use the Reporting tab (main menu) to run travel reports.

L) For a complete list (and description) of the reports, refer to the Travel Reporting User
Guide.

Run a Travel Report
» To run areport:

1. In the main menu, click Reporting > Travel Reports. This page appears.

[ concur luswer Nagorses =

Corporate Privacy Agreement Acceptance

S Ruy I Bepet n el

et

T vepeart cingaeys e Corponse Prvecy AQrverer! #ano of srapioywes 11 yous corgery Roseis Can e Seesd by ssbeciogg P Lo Nerw (o part of S "NA}
1 Shxs of OGO 1 DN Thehat of (N Meaioyee (IR 0 B st bl wre shows 4 Mriry of W Tw et scoptol § [rwecy seeeer 1 |

A R R A A R A R R b s A A A AN AN A AN A N AN NN AN A AN AN NN NN AN AN NN NN NN NN

2. Click any report listed on the left side.

3. Each report will have different options such as whether to display on screen or
export to Excel.
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Section 6: Travel System Admin

Overview

The concept of administration changes with Concur Standard. Many options are now
part of the setup wizard. Travel configurations will remain but will have limited
options. These options are now limited to travel-agency-specific features.

Agency information

Agenty Booking Canfig BAR (Accounting Name) @ Accounting Code (LEAVE BLANK FOR WORLDSPAN)
AN ABOUI Trames (Sabre Ml GOS - TEHE ) ~

Profie Template Fia Ageancy Ticketing Country / Currency
(Nove) bt Urnfesst States of Armeenica (3 ) hetl|

Wizard Options

ASOw post-tiekpting Pgnt (hanges | Do not akow v | @

e

MAAAAAAAAAAAAAAAAAAAAAANAAAAAPAIPIAINAIIIIAPAPP AN AN

Alr Search Options

Mex Seaich Resuts Worldspan

W Use Basgaen Finder Max Seasth D |
Vi : Air Search Options

50 Promum Seanch
E-Receipts

: (] Excude Untendiod Economy Fares 6@
M Recepts Eratied @

W Accept Bnosary Al Tehot 25 Ar E-Rocegt @

Hotel Connectors

T NONAMADEUS Adt ttie to wmer's fent name for manual PNR busd

™ AMADEUS Remove calin resinctons on low fae shops

[ SABRE ONLY Desper Souhwest shop (eairs scans)

[T APOLLO ONLY: Lo Angeies seasches default b LAX

[ APOLLO ONLY. New York searches defacdl to LOA

[ WORLDSPAN ONLY. shop Atras on allemate 00S if oo diedt cannect

™ APOLLOGALILEQ/SABRE Branded Fares WORLDSPAN ONLY Doutle szans 1o fwte nonsiop seach
™ APOLLO/GALILED AIR CANADA OMLY. Sepress Tange fares

I SABRE ONLY Mever wse legacy pricing platienn

™ AIR CANADA ONLY. Search GOS and Dwect Conpect

™ SABRE ONLY" Siop tax scan in Sex-famng

I Loave snused FOTV mumbers from profle i PNS

™ APOLLOGALILEO ONLY: Souttrwest COA fed and actve on tha PCC

™ APOLLOMGALILEO ONLY: Search for fights using the requested Srpods only
I APOLLOMGALLED ONLY - Shoa tofal M mckadiog Taees Soc S femng

B N i A e A A i e e e Ve

Amadeus only:

|| AMADEUS ONLY: Enable all features using Amadeus web services
(AMADEUS WEB SERVICE Credentials are Required to Enable this feature and are avasalble through Amadeus )

WWVWVWVWVWVVVWVVVVWWVVWVWVVWVWVWVVWVVVVWVVVWVVWVVWVW
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AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAANNAPAINANAANANANINNAPANNNNA AN
Pricing Options.
Nons defined for this GDS

Workdspan Only: Defsult Air Ticketing Line Format
Taws) (e sl nesy 5|
Access To Agency Fares
Passeager Type Code Modifier

GDS PNR Options

¥ Conate # GUS PNR fr avery iip Boaked on-dne ihvough Concer §
¥ Witle passrvw sogmments for non GOS cantent € | Rave nol speciing & detaut for Be specic vander i the titde below @
Defaults For Spectfic Non-GDS Vendors

Adgson Lee {Gund sewce) e Be defaul spectied atiove =l

Adassnt en Use Do defaut speced above o

Aestngun Use Be defaul spectied above =l

B i R R A e Ve Ve Ve Ve e
MAAAAAAAAAAANAAAAAAAAAANAAANAANNAANAAANAANANANNAAANNANANANNANANANNANNANNNANANNAAANNNNNNNNNA
Profile Options

GDSProfile Synchromization

Select o default value for XML Sync 1D dene IO 7 Use TraveiSomen wi proties (Ao snd Gafleo ony)

I Suwn profien 1o GOS ™ Syne geofies from GOS ™ Syec prefies tefure skt searches

¥ chocked. Concur wi! save the ysery gvofile 1 the ¥ chacked, Concur wil mad the yser's profie Som the  If cheackad, Concur wil symclironie the user's profle

GOS when user's Concur profle is saved GOS and syncihronae £ ino our dotadase when the  Bram Me GOS prior 10 perdonmng any 8 seaThes.

wTer Wews s o7 her profie.

NOTES:

(1) ¥ you tum Mese on, & 5 very imporant hal you select e comact Frofie Fe for this 17 you don?, you rsk witing el profies i Me wrong

format and possibly losing data.

2) You must Save 8 BAN sot up thet causes & pvofe o move. The profies s saved in the Drewdo-0ar that 15 Denténd woh 3 “or *

TripSource: ProfiloManager

Logm Pavsword Pacent Ernisy i User 1D Prets

™ Dmalbie GOS Profie Syno

Temgtate Wt Vet URL - :
MAAAAAAAAAAANAAAAANAAAAANANNNNANNNNNANNANANNANNNNNANAANNNNANNNNNNNANNNNNANNNNANNANNNNNNNNNA
Tramada

AL \geocy T o T e TramataClassc
XML Sync Authonzation - usod for syncing travel profiles via web service; leave blank to disable
PersonCode and PersonDBC should contain the name of the custom Sekds that should map (o those Belds in the XML sync.

Company Coge Logn Type None - Cansal add new users =l
User Logen SuthValxtaton
Fassword Password Type =l

PerscnCode (Custom Fieid) | Pasawced Prefo/Vae

FenonDBC (Custom Field)

CormniQumstons (Custom Fiests List)

Syme to GOS Syne Ophon® {Clear to disable automatic sync to GDS)
[T Send Mew Users on Changes Rstneve

™ Limit Syne $o Profies for This Conlig

[T Autoematic sty Popuiate Prosie |ast Updated Date (recamimended for customens who hive e Concur avel profie tudden)

™ Use werkome aoseess as delaull for credtt casts

e
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PNR Finishing Configuration

Finshing Configufation e

None v

Form of Payment Options
Abways wite uses setecied cad (Oetaull) vV

Agency Processing Fee Form of Payment for Land Only/Non-GDS$ Reservations ¢

yech Card tor Ax/Fad Regured m Frofse £

Other Information

Host stinng (foe login branding - 50 charactar limit)

Compieat integration

Compeoar Enabied Compleat GDS PCX Comgiain Agency

Travel System Admin

P To access/update travel system admin:

1. In the Professional edition of Concur Travel, click Administration > Travel >
Travel System Admin. Locate the Concur Standard Travel configuration.

2. Click the site or configuration link you wish to update.

3. You will now see TMC-specific items that should be updated for any Standard

implementation. Only TMCs will have access to this page.

Refer to the Concur Travel: Travel System Admin User Guide (for Professional/
Premium Travel) for information about the fields on this page. Not all fields that are
available in Professional/Premium are available in Standard. However, if the field is
available in Standard, the definition provided in the Professional/Premium
documentation applies.

4. Click Save.

Default Travel System Admin Settings

The options in this table have been hidden, set to the default shown below, and

cannot be changed.

‘ Travel Configuration Setting

Billing Tier

Default Value

No longer needed

Sabre Profiles Template ID
Sabre Profiles Name Field Remark
Sabre Profiles Name Format

These fields appear only if Sabre Profiles has
been activated. If they appear, they are blank
by default.

O For complete details, refer to the Sabre
Profiles Travel Service Guide - to locate, see
Find the Travel Service Guides & Fact Sheets
in the appendix of this guide.
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‘ Travel Configuration Setting

Hotel Override IATA

Default Value

Blank

Car Override IATA

Blank

Air Connectors

Air Connectors

Refer to Discounts and Travel Content
in this guide for configuration information. If
there are default settings, they are listed
there.

Wizard Options

Augment price results...

Automatically

outside the time window

Notify Traveler if non-stop flights are

Auto-on

Enforce LLF based on

Search window

approval

Number of LLF definitions per rule class 1
Constrain rule violation fare list to LLF Off
window

Mark LLF Fare/s with icon On
Find closest LLF flight and capture details Off
No Personal Trips On
Allow Auto Cancel of air/rail trips that are On
rejected

Allow Immediate Cancel of non-air/rail trips | On
that are rejected

Allow Multiple Violation Reason Codes Off
Allow Auto Cancel of Trips on Hold On
Allow Auto Cancel of trips that require On

Auto-approve trips on passive hold...

On with a maximum of 1 day

Allow pre-ticketing flight changes

On when trip is on hold

Allow ticket voids

On

D For complete details, refer to the Trip

Cancel and Voids Travel Service Guide - to

locate, see Find the Travel Service Guides &
Fact Sheets in the appendix of this guide.

Enable Churn Detection

On for all vendors

Enable Duplicate Detection

Auto-on for Delta only

Visa Requirements Reminder

Off
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‘ Travel Configuration Setting

Default Value

Show Flight Finder On
Automatically assign seats on airlines that Off
charge for it

Show IATA Travel Centre Links On
Show "Add Air" on Existing Itineraries On

Hide Fee Display on Itineraries and Email On
Hotel check-in date prompt... 6:00 AM
Show Morning, Afternoon, Evening, and On

Anytime as flight time options

NOTE: The Anytime option appears to users
only if Bargain Finder Max is enabled and if
the Max Search Results field is set to 200.
(Bargain Finder Max is set in Travel System
Admin.)

Default Departure Hour 9:00 AM
Default Return Time Hour 3:00 PM
Allow travelers to edit Frequent Flier On
programs

Allow Upgrade Requests for Non-Ticketed Off

Itineraries

Mixed carriers split ticketing

From Schedule and Price Search

Enable Request Integration Off
Enable Request Booking Switch Off

... user confirmation of hotel rate policy Required
Allow Airline FF number association for On
Car/Hotel

Disable auto-lookup for Company Location Off
selection

Enable vendor segment fees Off

TSA Settings

Allow guest bookings when the Date of
Birth is unknown

On (Date of Birth Unknown check box
appears)

Write middle name to Itinerary

On
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‘ Travel Configuration Setting Default Value

Carbon Models Options for AIR

Carbon Models On - set to DEFRA

O For complete details, screen captures,
and setup steps, refer to the Green Support
Travel Service Guide - to locate, see Find the
Travel Service Guides & Fact Sheets in the
appendix of this guide.

Class of Service Options

When the traveler is authorized... Default to lowest class of service

Rule Class Options

Rule Class Selection User cannot select rule class

Air rules use base fare instead of total fare

Air Search Options

Access to Guaranteed Ticketing Carriers Allow Unless Manager Approval is Required
AF Abonnement Auto-on for French Configurations

Air Bookings via Concur Mobile Enabled On

Hide Multiseg Air/Rail Search Option Off

Hide Propeller Planes Filter Off

Run extra search on hub when an Off

associated airport is selected

Enable "View More Air Fares" Option On

D For complete details, screen captures,
and setup steps, refer to the View More Air
Fares Travel Service Guide - to locate, see
Find the Travel Service Guides & Fact Sheets
in the appendix of this guide.

Allow user to specify airline for deeper On

search

Auto-check all Airport Filters in Flight Off

Search

Highlight Fly America Act Compliant Off

Options L) For complete details, screen captures,

and setup steps, refer to the Government
Features Travel Service Guide - to locate, see
Find the Travel Service Guides & Fact Sheets
in the appendix of this guide.

Show no car/hotel alert On
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‘ Travel Configuration Setting

Flex Faring

Default Value

Flex Faring

Auto-on

O For complete details, screen captures,
and setup steps, refer to the Flex-Faring
Travel Service Guide - to locate, see Find the
Travel Service Guides & Fact Sheets in the
appendix of this guide.

Hotel Search Options

Default search radius 5
Search radius for corporate hotels 30
Number of hotel results to shop 10

NOTE: Concur displays a default of 25 hotel
search results on the hotel search results
page. Note that there is a difference between
hotel search results and priced hotel search
results. The number of priced hotel search
results that return are reflected in this field.
For example, if a customer has the value 10
set to hotel shops (in this field), then the
hotel search results will show 25 total, 10 of
which will have prices fetched for them.

Company Location Search Radius 70
Display per diem rates with individual hotel | Off
selections

Hide these profile preferences and search Off
options

Hilton DC Off

Hotel Connectors

Hotel Connectors

Refer to Discounts and Travel Content
in this guide for configuration information. If
there are default settings, they are listed
there.

Availability Results Sorting

Shop by Fares Default

Company Policy

Shop by Schedule and Flex Faring Default

For Australia configurations: Fewest Stops
For Canada configurations: Earliest Departure

L] Refer to the Flex-Faring Travel Service
Guide - to locate, see Find the Travel Service
Guides & Fact Sheets in the appendix of this
guide.

Hotel Sort Default

Company Policy
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‘ Travel Configuration Setting

Rail Connectors

Default Value

Rail Connectors

Refer to Discounts and Travel Content
in this guide for configuration information. If
there are default settings, they are listed
there.

Ground Reservation Options

GGA Limos/Ground Connectors

Refer to Discounts and Travel Content
in this guide for configuration information. If
there are default settings, they are listed
there.

Parking

Park 'N Fly

On

Ll For complete details, screen captures,
and setup steps, refer to the Park 'N Fly
Travel Service Guide - to locate, see Find the
Travel Service Guides & Fact Sheets in the
appendix of this guide.

American Airlines AirPass Options (formerly AAirpass)

AirPass

Off

L) For complete details, screen captures,
and setup steps, refer to the American
Airlines AAirpass Travel Service Guide - to
locate, see Find the Travel Service Guides &
Fact Sheets in the appendix of this guide.

Car Search Options

Allow Automatic Reservations of...

Cars that are in policy

Allowable Car Types

All

Default Car Type

Intermediate

Default Car Transmission

Automatic for US, Canada and Australia.
Manual for UK, France and Germany

Hide Ski Rack option on Profile and in Off
searches
Always run a general shop request for car Off
searched
Require credit card for car reservation Off
Don't send card information to Hertz Off

Allow Car Promos

Applies to Sabre only: On

Allow delivery and collection...

Off
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‘ Travel Configuration Setting

Car Connectors

Default Value

Car Connectors

Refer to Discounts and Travel Content
in this guide for configuration information. If
there are default settings, they are listed
there.

AirPlus DBI

AirPlus

Off - AirPlus is not available at this time

Trip Sharing and Cloning

Trip Sharing and Cloning

On

Ll For complete details, screen captures,
and setup steps, refer to the Clone/ Share
Trip Travel Service Guide - to locate, see Find
the Travel Service Guides & Fact Sheets in
the appendix of this guide.

Manifest Clone Options

<All options>

Off

DC Configuration

Finishing

Notify Customer with default text for Amtrak
and Southwest

System Options

Maximum air contracts/prefs to combine in 2

a search

GDS PNR Options

Write passive segments for user supplied Off
hotel

Email Options

Confirmation Emails Send
Ticketing Emails Off

Travel Reservation Email Subject

Concur Itinerary: {DEPDAY}:

{RECORDLOCATOR}
Reminder Emails Off
Email Hotel/Map Directions Off
Cancellation Email On

Cancellation Email Subject

Trip Cancelled: {RECLOC}

Fares Revalidation

<All options>

Off
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‘ Travel Configuration Setting

Approval Email Options

Default Value

<All options>

On

Orphan Trip Email

<All options>

On with default message and subject line

Profile Options

Send users an email whenever their profile | Off
is updated

Suppress emails sent when travel assistant | Off
changes are made

Profile Shows Company Locations Off

Profile Passport Information

Warn if Incomplete

When a user's GDS profile is changed by Off
Concur, email change list to:
When a user's GDS profile is changed by Off
Concur, email change list to:
Refuse Self Assigning assistants... Off

Custom Attributes

<All options>

L) Refer to Custom Trip Fields and Custom
Profile Fields in this guide for configuration
information. If there are default settings, they
are listed there.

Invoicing

Invoicing

Send invoice directly to company for Concur
Fee

Form of Payment Options

Use agency invoice for government-only Off
airfare

Government Only Airfare Ghost Card... Off
User Custom Property for Default Credit Off
Card

Allow temporary credit cards for guest On

bookings

Enforce BIN Restrictions on temporary Card

Off — we don't support BIN restrictions

Temporary Cards for hotel only Off
Force users to Choose a credit card Off
Project Billing

<All options> Off
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‘ Travel Configuration Setting Default Value

PNR Finishing Configuration

E-tickets Auto-on
Enable Sabre Web Services... Auto-on
Force Finishing Before Approval Off
Preauthorization Off

Other Information

Name Remark Blank

Wizard Mode Defaults to Galileo Prod for any configurations
that use the Galileo GDS

Travel Help URL Default

Travel Tools URL Default

Manager Approver Label Default of "manager"

Alternate Login Text Off

Refundable Check Box Show

Non-Refundable Ticket Alert Default Text

Implementation Notes Hidden

Section 7: Additional Configuration Information

Gogo Inflight Wi-Fi

Gogo Inflight Wi-Fi is automatically ON for Standard Travel.

Refer to the Gogo Inflight Wi-Fi Travel Service Guide.

Sabre Profiles

If a Standard travel configuration is associated to an Agency Configuration that has
Sabre Profiles enabled, then the configuration steps are the same as for Professional
Travel.

Refer to the Sabre Profiles Travel Service Guide.

NOTE: The custom profile fields configured under Standard Travel setup step 10
(Custom Profile Fields step) display the Send to Sabre Profiles check box.
The check box is selected (enabled) by default and it is not editable.
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Dual Fare Display (Sabre Only)

This feature is ON by default. It can be disabled by contacting SAP Concur support
for assistance with the associated module property.

L] Refer to the Dual Fare Display (Sabre Only) Travel Service Guide.

Concur Meeting/Third-Party Meeting

Neither Concur Meeting nor Third-Party Meeting are currently available in Standard.

Hotel Previous Stay History

The hotel search results show a "stay history" message for each hotel the traveler
has previously booked. This feature is automatically ON for Standard Travel and is
not available for change.

Refer to the Hotel Previous Stay History Fact Sheet.

Offline Approval Error Queue
This queue is available specifically for managing offline approval PNRs that Concur is
unable to process. This allows TMCs to monitor a specific queue for these
reservations to ensure they can be approved before the traveler's departure.
P To set up the queue:
1. Click Administration > Travel > Travel System Admin.
2. In the Agency Setup section of the left menu, click View Travel Agencies.
3. Locate the agency configuration for the site.
4. In the Queue Sets section, provide the Pseudo City/Office ID/Subscriber ID,

Queue, and Category information under the new Offline approval error
queue queue type and click Submit.
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Queue Sets

Queue Set Mame |Default Queue Set Ld Reporting Enabled Retrieve extra itineraries per queue reader run

Defined Queues (queue types in red required)

Queue Type Queue To: Pseudo City Queue Category/Prefatory
Ticketing ABCL 100 11
Approval hald ABCL 101 11
Cancel ABCL 102 11

In Process (Now Optional and SCAN Saver) ABCL 103 11
Testing

Report Queus

Report Errar Queue

User Trip Hold

Invoicing [non air-ticket PMRs and changes)

Meeting ticketing queue

Offline approval queue

Voided ticket queue fwhen Concur voids a ticket]

Refund request queue [Agency assistance needed with refund)

Ticket change request queue

Passive Open Booking

foline approval Error queue )

Add Alternate Queue Set

NOTES:

The Offline approval error queue cannot be located in the Queue Sets table
immediately after the existing Offline approval queue due to the order in
which support for the various queues was implemented. Implementers should
take care to note the location of this new queue to ensure it is not missed
when setting up new customers.

Standard Travel administrators may not have access to the Agency
Configuration page. This will likely need to be discussed with and managed by
the travel agency.
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Section 8: Appendix A - Find the Travel Service Guides &
Fact Sheets

Travel Service Guides are mentioned throughout this guide.

e If you have the proper permissions, you can access them using the Concur
Support Portal.

e If you have any type of Travel "admin" permission, you can access them
through online Help in Travel.

Click Help > Travel Administration Help. Then, click the Travel Service Guides
& Fact Sheets link.

Admistinion « | THE -

Travel

fad Bis]
C. [ S
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NOTE: The Travel Administration Help menu option appears every time an admin
accesses Help, including before and during setup.

Section 9: Appendix B - Password Defaults

Ll For complete information about this topic, refer to the Password Management and
Defaults Fact Sheet.
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