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Booking a Car and Hotel

To book car and hotel reservations without a flight, use the Hotel == and Car ™= Search tabs.
e Under Car Search select your Pick-up date and time then your Drop-off date and time
e Select if you will pick up your car at the Airport Terminal or Off-Airport
e Enter either the airport location or search for an off-airport location. You can also return the car
to another location.
e Click the More Search Options link to narrow your search
e C(Click Search to begin your booking.
e On the Car Search Results page select your preferred car by clicking on the total cost.
e Review your booking on the Review and Reserve Car.
e When finished click Reserve Car and Continue.

On the Travel Details page you have the options to add a hotel to your booking. Under Add to your
itinerary click the Hotel link.

Travel Details

Trip Summary
@ Finalize Trip TRIP OVERVIEW
: gﬁs’iﬂ'," T":,‘;?:,E‘e::"s I want to... Trip Name: Car Reservation at ORLANDO (sit) Add to your Itinerary
el gy Print tinerary )
Submit Trip Confirmation o Start Date: April 19, 2017 o - @ o

End Date: April 20, 2017

Created: April 10, 2017, ~ (Modified: April 10, 2017)
Description: (No D lable) (£ait

Agency Record Locator: 2RIDX8

Reservation for: William Never

You will have the option to add the hotel to your current location or select another location from a drop
down menu then Search.
e Under Find a Hotel enter your Check-in Date and Check-out Date

e Find hotels near an Airport, Address, Company Location or Reference Point/Zip Code

e Click Next to begin your search.

e Find your preferred hotel and click View Rooms to see rates.

e C(Click Rules and cancellation policy to verify rate and cancellation policy before booking.
e Once confirmed click on the room rate to book.

e The Review and Reserve Hotel page confirms the hotel you just booked.

e When you are ready click Reserve Hotel and Continue.

Concur takes you to a Travel Detail page where you can review the details of your travel booking. At the
bottom of this page you are advised by Concur that you need to continue with your booking.

| If you close at this point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has deposit required will not be

cancelled.
Next == Cancel Trip
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The Trip Booking Information page allows you to name your trip and collects any information required
by your company. At the bottom of the Trip Booking Information page you are again warned that if you
do not complete the trip you risk the reservation being cancelled.

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

On the Trip Confirmation page, the Trip Summary advises that you have reached the point of
confirming your trip.

Tiib S Trip Confirmation

¢ To COMPLETE BOOKING, please press the "Confirm Booking” Button after reviewing this page.
@ Finalize Trip To CANCEL, press the Cancel button.

v Review Travel Details
v Enter Trip Information TRIP OVERVIEW
>  Submit Trip Confirmation

Trip Name: Car/Hotel Reservation

At the bottom of the Trip Confirmation page, click to Confirm Booking.

Almost done... Please confirm thi@
—

Display Trip Confirm Booking>> Cancel Trip

You have successfully completed your booking! You will see Finished! at both the top of the page and in
your Trip Summary.

TS Finished!
I'IP ummary You have successfully booked your trip!

0 Finished! <0 Trip Record Locator : 2RERSI

This trip complies with your travel policy.
Your itinerary has been saved. World Travel Service (MAIN) will service your itinerary.
Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice.

If you neglect to finish your trip then you will receive an email from Concur advising that your booking
will be cancelled if not completed in the allotted time frame. When you log back into the system you
will find the incomplete booking under the Alerts sections.

Car Reservation at ORLANDO - In progress-unfinished reservation
This is a Concur trip in progress. You have not completed the fravel wizard. Please complete this
frip or cancel it.

When booking car and hotel only reservations in Concur you need to be
careful that you complete these reservations or you risk the booking being
cancelled by Concur as an abandoned trip. If you did not see Finished! at the
top of the final page then your reservation is not complete.




