


To book your trip in Concur:

1.  From the Concur home page, select Requests.



To book your trip in Concur:

2.  This will bring you to the Manage Requests page which lists all of your active

Requests. Locate the Request you want to book travel for.



The Requests that have a status of Pending on-line Booking mean the Requests are 

approved and travel can be booked via Concur once you receive the approved 

Encumbrance #.

To book your trip in Concur:



To book your trip in Concur:

3.  Select the Request Name or select Book under the action heading for the Request.



To book your trip in Concur:

4.  Your Travel Request will appear. Select Book with Concur Travel.



If your Request included a 

car rental and the rental 

was approved, the car 

search results will 

populate.



1. You can filter your search with the left menu.

• Change car search – edit the information 

you included on the previous screen.

• Car display filters – check the boxes filter 

out certain options.



2.  You can filter the results with the matrix at the top of the page by company or type of car.

The car sizes are listed in the top row and the car vendors are listed in the first column.

The preferred companies are listed at the top of the matrix.



3. Below the matrix, 

you will see the car 

rental options. Use 

the Sorted By

dropdown to sort 

the results.



4. Review the car 

rental options.

5.   Select the price

of the car you 

would like to book.



6. A new window will appear. Use 

the drop-down to choose a 

reason for this travel option. 

Write an explanation in the 

text field below the drop-

down.



7. Select Save.



8.  The Review and Reserve Car page

will populate.

9. Verify all the information regarding 

your car rental is correct.                    

10. Provide rental car preferences.

11. Add a rental car agency program 

if needed.



12.  Select Reserve Car and Continue.


