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Booking Travel

How to Book Online



Book Online Using the Concur website

Booking online using the Concur website is Rowan University’s preferred method of
booking travel.
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Book Online Using the Concur website
To book your trip in Concur:

1. From the Concur home page, select Requests.
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Book Online Using the Concur website
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.

Administration + | Help
SAP Concur Requests Expense Approvals App Center Py

Profile ~

Manage Requests New Request Quick Search

Active Requests (15)

View +

Request Name v Begins With v Go

| Request Name Request ID Status ‘ Request Dates v ‘ Date Submitted Total  Approved a... | Remaining ... ] Action

] Q Educause Conference 36R3 Approved 05/13/2020 02/07/2020 $380.00 $380.00 $60.00 Expense
05/16/2020

| 0 Montana 36X9 Approved 05/01/2020 02/18/2020 $1,163.52 $1,163.52 $1,163.52 Expense
05/05/2020

| & ATD Conference 3744 Pending on-line Booking 05/01/2020 04/02/2020 $1,640.50 $0.00 $0.00 Book
05/06/2020

TestForCashAdvance 36NJ Not Submitted 04/26/2020 $350.00 $0.00 $0.00



Book Online Using the Concur website
To book your trip in Concur:

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 #.
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Manage Requests New Request Quick Search

Active Requests (15)

Request Name v Begins With v [ Go

] Request Name Request ID Status \ Request Dates v ‘ Date Submitted Total Approved a... | Remaining ... Action

] o Educause Conference 36R3 Approved 05/13/2020 02/07/2020 $380.00 $380.00 $60.00 Expense
05/16/2020

Montana 36X9 Approved 05/01/2020 02/18/2020 $1,163.52 $1,163.52 $1,163.52 Expense
05/05/2020
& ATD Conference 3744 Pending on-line Booking 05/01/2020 04/02/2020 $1,640.50 $0.00 $0.00 Book

05/06/2020

TestForCashAdvance 36NJ Not Submitted 04/26/2020 $350.00 $0.00 $0.00



Book Online Using the Concur website
To book your trip in Concur:

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

| & ATD Conference 3744 Pending on-line Booking 05/01/2020 04/02/2020 §1,640.50 $0.00 $000  Book

06/06/2020



Book Online Using the Concur website
To book your trip in Concur:

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

Administration + | Help «

SAP Concur Requests Expense Approvals App Center

Profile ~ &

Manage Requests New Request Quick Search

Request 3744 (ot - J s - canct st | e

Status: Pending on-line Booking
Request/Trip Name: ATD Conference Amount: $1,640.50

Reason for Travel:

Request Header& Segments | Expense Summary = Approval Flow || Audit Trail

Book with Concur Travel <:|

G Air Ticket »  Round Trip One Way Multi-Segment Amount : $400.00

Outbound From: Philadelphia Intl (Airport - PHL), Philadel
To: Lindbergh Intl (Airport - SAN), San Diego, California
Date: Friday, May 1, 2020 Depart at 11:00 am

Comment:

Return
Date: Wednesday, May 6, 2020 Depart at 03:00 pm



Book Online Using the Concur website
To book your trip in Concur:

5. Your itinerary will populate with the information you provided in the Segments section of

your Request. You may have to enter more information regarding your travel.
Select Proceed to Booking.

Administration v+ | Help ~

SAP Concur Requests Expense Approvals App Center

Profile ~ &

Manage Requests New Request Quick Search

Request 3744 N CEE B 23

Status: Pending on-line Booking
Amount: $1,640.50

Request/Trip Name: ATD Conference
Reason for Travel:

Request Header& Segments | Expense Summary = Approval Flow || Audit Trail
0 Air Ticket . Round Trip One Way Multi-Segment Amount : $400.00
Outbound From: Philadelphia Intl (Airoor

To: Lindbergh Intl (Airport - SAN), San Diego, California
Date: Friday, May 1, 2020 Depart at 11:00 am

Comment:

Return
Date: Wednesday, May 6, 2020 Depart at 03:00 pm



