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Using Concur® Cligbook Travel

Welcome to Concur CligbookTravel, Concur’s powerful employee travel management solution that
enables you to create travel bookings online within the company compliance.

Concur’s Cligbook Travel feature enables you to:
e Search the same vendor inventory that your travel agency uses.

e Find, coordinate, and reserve your airline, rental car, hotel, rail, limo, or dining reservations for
your business travel.

e Comply with your company’s travel policy when booking your travel.



Step 1: Log on to Concur Cligbook Travel

1.

Logon to Concur Cligbook Travel When starting Concur Cligbook Travel, you will first
following your company’s logon instructions. see the Log On page.

When logging onto Concur Cligbook Travel,
remember that your password is case sensitive.

N -L_NER"Rem o R

Walcome

Notice:
If you experience difficulty logging into the site, please click on the
Forgot wour passward? link below .

® Sivous éprouver des difficutés & ouvrir une 2ession dans ce site, veuillez cliguer zur le lien
Yious aver oublié votre mot de passe? ci-dessous.

User Name

Password

Faorgot your user narme?
Forgot your passwaord?
Passwards are case sensitive.



Section 1: Travel Center

From the Travel Center page, you can start booking a trip, access other travel information, or view
previously booked or completed trips. The links in the grey bar in the application help you navigate
through the system. The available links vary based on your company’s configuration. The Travel
Center page is comprised of several sections that make it easy to navigate and find the information

you are looking for.

Familiarize yourself with the available options

Explore the Home section.

Explore the Trip Library section.

View the Templates section.

View the Meetings section.

Familiarize yourself with the Policy section.

Explore the Profile section.

View the Tools section.

Additional Information

Select Home to return to the Travel Center from
any location in the travel service.

In the Trip Library section, you can view a list of
trips You can locate trips that fall within a specific
date range by changing the dates and then clicking
Search.

In the Templates section, you can view company
pre-made itineraries or create templates for your
own recurring trips.

You can use Meetings to access the Cligbook
Meeting Center. where you can easily book travel
to the company meetings you've been invited to.
This link is optional and is not displayed for every
client.

In the Policy section, you can see your company’s
specific travel rules for using Cligbook. Check with

your travel department for your organization's full

travel policy.

In the Profile section, you can access or modify
your profile as described in the Travel Profile
section. If you are an assistant or arranger, you can
also use this link to access and manage profile
information on behalf of another employee.

In this section, you can find contact information,
international travel help, maps, and other helpful
travel links.



Familiarize yourself with the available options (Continued)

Travel Expense Reports Profile Help Log Out

Home Trip Library Templates Policy Profile Tools

Travel Center

Flight [J{=13 Flight Status D0 TR ] Clighook Map | Upcoming Trips | Trips Awaiting Approval | Remove Trips

| © rownatip O oneway O mutt-segment Welcome to Concur's Online Travel Solution!

Departure City [§)

Cligbook)

_D_e!aarture
| [[depart w|[Morning  (%|[+3 v] FOR CLIQBOOK TECHNICAL ASSISTANCE OR FOR
TRAVEL RESERVATIONS PLEASE CALL
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I:‘ Pick-up /Drop-off car at airport
I:‘ Automatically reserve this car

D Find a Hotel

I:l Refundable only
Search fights by: ('Price (%) Schedule




Section 2: Updating Your Travel Profile

Step 1: Change Your Password

1. On the Travel Center homepage, click the Before you use Cligbook for the first time, click the
Profile link on the grey menu bar at the top profile link to review and update your profile. You
of the screen. must save your profile before you first attempt to

book a trip in Cligbook.

If you are a travel arranger, select the profile that
you want to edit from the You are Administering
Travel For dropdown menu (at the top of the
Profile page). You can also select the traveler's
name from the Travel Center page and then click
Profile.

2. In the Other Settings menu, on the left
side of the page, click the Change
Password link.

3. Enter your new password and then click To change your password, you need to know your
Save. old or temporary password.

Teavwel Exponse  Reports Profile  Help  Log Out

My Profile

! Your information Hume Address  Work Addregs  Conlectinto, Emevosncy Cortect Trawel Preferefies Assiflands Crec Cards ’

Home Addr Dizabbad fialds (gray) cannot ba changed, If thera ars srars in thees fislds, conlac your eompany®s Irined scministralor
Fialde marked [Fe b 0] mus be eomplelad 1o Sve your profile.
Your lame and Alrport Security: Plagzs make carlsan {hal the firel ard s names shown balow are identszal 10 (hode on tha phals n:‘.ertincuiimﬂha-lmwﬂ"
be presenting of the apod. Dus 1o incrensed srport security, you may be furned sy of the gols if the name on your identification does not mabch the nomes E-?
o licked
Title Firsk Mame Middle Hame Mithname LaskMame Suiffi }
Employee 10 #
Manager Posibion/Title Org. Unit/Division ?
= v
[ Save J[[ caneel |
Home Address
Strest : -~
]
|
|
city : State, Brovince, Region Zip/Postal Code S
\[ A ,_ r - I "I
LW e &, R bt
7~ - Y



Step 2: Change your Time Zone, Date Format, or Language

4. On the Travel Center homepage, click the You can change the system anc_i regional settings
Profile link on the grey menu bar at the top (number, currently, date, and time format).
of the screen.

5. In the Other Settings menu on the left
side of the page, click System Settings .

6. On the System Settings page, update the
appropriate information and then click
Save.

Teavel  Expengse  Reports. Profile) Help'  Log fut

System Settings

Dataut
English (American) v |

Times Zoms (local tme)

[(GMT-0%:00) Enstern Time (LS & Canads) ~|

Start wreak on Start Doy View 21 End Doy View 21 Defoull Vs  BHsdm

[sunday 2] [Bem vl [apm v [merth w|  [mee ]

Reqional Preferances Other Preferences

Nufibsr Format CoutdryiCLnency Hame Pags REWE pir pagGs
[1000.00 || |Urited States of Amenica (3 ) v [ My Outtasy SES v
Plcemert of Cuerency Symbol

Before fte amount [+

Dt Format Times Foermat Hourvirude Separstor

[mnetarryy (v [rormampm ] [ ] D6/ 12007 347 B

Approval Hotilication Emails

L0 e S 0k R S e P el H P




Step 3: Update Your Personal Information

7. On the Travel Center homepage, click the
Profile link on the grey menu bar at the top
of the screen.
8. On the My Profile page, update the Complete the 8 sections of the Travel Profile:
appropriate and then click Save. e Name & Airport Security
e Home Address
e Work Address
e Emergency contact
e Contact Information
e Voice Access

e Travel Preferences (such as Aircraft seating,
Hotel accommodations, and Car type)

e Credit Cards

You must complete all fields marked Required (in
orange) to save your profile.

Verify that the first and last name fields match the
ID used at the airport.

If you cannot edit these fields, contact your travel
agency or travel manager to make changes.

The country you select in the work address fields
will determine the default map that appears on the
Cligbook Map tab.

There are several Save buttons on the profile page.
You only need to save once as every Save button
saves the entire profile.

After you save your profile, the Travel Center page
appears.



Step 3: Update Your Personal Information (Continued)

Travel Exzponse  Eepoarts Profile  Help Log Out

Personal Informaation  Change Passweord  System Settings . Travel Yacation Reassignment  Change E-Madl Settings

My Profile My Profile

a d
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Step 4: Set up a Travel Arranger or Assistant

9. On the Travel Center homepage, click the Use Assistants & Travel Arrangers to allow your
Profile link on the grey menu bar at the top travel arranger to view and modify your profile or
of the screen. book travel and trips on your behalf.

10. Click the Assistants link at the top of the
Profile screen.

11. Click the Add an Assistant link to search Important: Your assistant must have an existing
for your assistant’s last name. Cligbook account before you can add him or her to
your profile.

Hint: When searching, use the following format:
LastName, FirstName (no spaces).

For example: Smith,June

Assigtant= and Travel Arrangers Zototop

Ples=e select the individuals within your organization hat o would Be fo give permission to perfonm iraved or expense funchions for you.

Your Assistants and Travel Arvangers + Ak an Assictard
You currently have no sssistants defined.

S Canced
et - 5. il inﬂﬂiﬂ-hm i#ﬂk#riﬂ#wmh.

*
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Section 2: Make a Travel Reservation

Step 1: Make a Flight Reservation

1. Click the Flight tab at the left side of the
screen.

2. Select one of the following types of flight

options:
= Round Trip
=  One Way

=  Multi Segment

3. In the Departure and Arrival City fields,
enter the cities for your travel.

4. Click in the Departure and Return date
fields and select the appropriate dates from
the calendar.

5. If you need a car, select the
Pickup/Dropoff car at Airport checkbox.

6. If you need a hotel, select the Find a Hotel
checkbox.

11

Additional Information

If you have a Car, Hotel, Limo, or Rail to book
without airfare, use the corresponding tabs.

You can also select your travel cities from the
Cligbook Map by clicking on the city.

When you type in a city, airport name, or airport
code, Cligbook will automatically search for a match.

You can also select the appropriate Departure and
Return times and date range. Cligbook searches
before and after the time you select.

Depending on your company’s configuration, you
can automatically reserve a car, allowing you bypass
viewing the car results. After you select a vendor
and car type, a car is automatically added to your
reservation.

If you need an off-airport car or have other special
requests, you can skip this step and add a car from
the Itinerary page.
You can choose to search for the hotel by:

e Airport

e Address

e Company Location

e Reference Point / Zip Code (a city or

neighborhood)

If you are staying at more than one hotel during
your trip or do not need a hotel for the entire length
of your stay, you can skip this step and add a hotel
from the Itinerary page.



Step 1: Make a Flight Reservation (Continued)

7. Click the Search for Flights By button to Select Search by Price to find fares in
view the flight results by Price or by Coach/Economy.
Schedule. Select Search By Schedule to locate flights in fare

classes other than Coach/Economy. When you
search by schedule, a list of outbound and return
flights will appear.

To filter the results, select a column, row, or cell in
the grid directly above the list of flights. The results
will then show flights with the number of stops,
airline, or both.

To search only fully refundable fares, check the
Flights with No Penalties box.

8. Click the Search button.

Travel Expense Reports Profile Help Log Out
Home Teip Library Templates Policy Profile  Tools

Travel Center

HTA 8| Car | Hotel | Flight Status (T ET TS "] Clighoolk Map | Upcoming Trips | Trips Awaiting Approval | Remove Trips

| © roundTip O Oneway O mult-segment Welcome to Concur's Online Travel Solution!

DepartwreCityly

Cligbook)

Departwre e
[ Jlsepart v [[moming (23 v FOR CLIQBOOK TECHNICAL ASSISTANCE OR FOR
TRAVEL RESERVATIONS PLEASE CALL

Return 860-712-2801

“ié_depart || atternoon (v i 3 v

I:‘ Pick-up/Drop-off car at airport
D Automatically reserve this car

[IFind a Hotel

[ Refundable only
Search flights by: Oprice  (® schedule
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Step 1: Make a Flight Reservation (Continued)

9. After you choose your flight, click the A code for seats appears at the bottom of the page,
Select Seat button next to the flight. showing which seats are available, occupied, or
considered preferential. The bottom right corner
shows the number of available seats by class of
service for this flight.

10. Select any green (unoccupied) seat and Select preferential seats (highlighted in yellow) if
position the cursor over a seat to see the you have preferred status on the selected airline.
seat number. Your frequent flyer number must be in your Cligbook

profile. If you select a preferential seat and this
information is not in Cligbook, your seat request
might not be honored.

Some seats are marked handicapped and can only
be selected by a travel agent. If you are entitled to a
handicapped seat, make sure your travel agent is
aware of your situation.

2 Confirmation

To COMPLETE BOOKNIG , pleata Prass the "Purchaia Thoked™ Buthon attar rerdesing this gage.
To CANCEL | Press the Cancel biffon,

Trip from Seattle to Richmond

Itinerary for: CALNAN, BRENNA
Creafed on 062272007 of 219 PM

Trip Retord Locator, KLANE

Wigw Farg Riufes

Sejecied Ticksl Dafivery E-Ticket if posadis

Seatile Tacowsa il Arpt {SEA) 1o Hartsfield lul Aspt (ATL)

Flght: ¢iflan.  Faght #0098 Economy (V) Bosing 737.700

Dpants: Seatle Tacoma intl Arpt (SEA) Thes 10VZS2007 of 720 Ak
Arrhves: Hartsfheld Intl Arpd (ATL) Terminal N Thes 10/2572007 sk 512 P
Slatus Confirmued Ticketng E-Tackal

Stope: Honston e Mo keal Served

Drhaatin 4 hours, 52 minides R hies 2178

Seat £ Hio seat sssignment

Connecting al Haststield Intl Aipt (ATLY o Byrd lntl (REC)
Fhght: ln.  Fght £0281 Economy (V)  Bosing 71T
Departs: Hartefaid il Arpt (ATL), Termins M Tou 10252007 ot 455 PM
Arrives Biyrd Indl (FeXC) T 10/25/2007 ot 6:23 PH
Status: Confirmaid Tltll!ll‘r"h E-Ticket
Slops honstep et 1o Meal Served

1 hour, 31 minutes Fit Mz 451
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Step 1: Make a Flight Reservation (Continued)

How to... Additional Information

11. Click the appropriate seat to select it. To change your seat, click the seat you prefer.
Position the cursor over a seat to view the seat
number.

After you select your seat for a flight, you can either
click Change Seat or select the next flight in your
reservation. Cligbook will prompt you to save your
new seat selection.

12. Click the Reserve button to select your Next to the Reserve button, policy information is
airfare. displayed. The Reserve buttons are color coded as
follows:
e A green Reserve button indicates the fare is
within policy.

o A yellowReserve indicates the fare is
outside of policy. If you select this fare, you
must enter additional information.

e A redReserve button indicates the fare is
outside of policy. If you select this fare, you
must enter additional information and wait
for manager approval. The trip will not be
ticketed until it is approved by a manager.

When you click Reserve to select a fare, Concur
Cligbook Travel & Expense automatically selects the
corresponding frequent flier program, if available.
You can also select a different program from the list
at the bottom of the screen.

Cligbook)

Expense  Reports  Profile  Help

Honae | Trip Library.  Templates. Policy. Profile Tools . - Previous Searches %
| b |

Travel Log Out

tlick on a colunin, Fow, or cell in the grid below to filter your Fesults.

All

frapulis a 2 ———
1 stop 235.60 239,60 | Change Search =

G ryuby Zresyles 4 rosults From: =

SEA - Seattle Tacoma Inil Arpl - Seatle, WS

'I:III?'I"IW;J & out of & results, The least cost Item is: 220,60 Te: =

SO @ pelicy Oiice O canier O nepart O duration |
= [ partirn
Carrier Depart Arrive Duration Class
105007 |cep v |m00an v |e3 |v|
a Airtran fir £19 et 25 Fi20am 25 Z1Zpm Shops: O Egeing 737-700 M
Seatths, WA (SE4) Atlanta, GA (ATL) 4h S2m Econamy: ¥ Fetum
. 3 et 25 4i5Epm et ES 6i2%pin Zeps: 0 Baging T17 10262007 |dep v | 300pm v [:3
(L atmanezny O e DR AL, el e i .--_-
5 i i Refundable only
T : Oct 26 4:40pm Oct 26 E:2lpm Sops: 0 Bosing 717 S
CF |hteen b #2682 Gonced v (RIC)  Aanta, GA (ATL) hélm  Economy: ¥ E' SR
1] fitran 824 et 25 9:25pm Ot 26 11:47pm Tops:0 Baeing 737700 a Brice i b iNERie
ran Atlanta, GA (ATL) Sasttle, Wi (SEA) h 22m Econotiy: ¥

Saarch

Ticket non-refundable - penalties may apply; Charge fes spplies (plus Fare diference); NON-
REFUNDRELENCR-TRANSFERAELE; E-Ticketing fuadlable; (Sabre) Fars Rybes Display Setfings

[ | l:uln.rﬂ_s Display
P P

Oct 25 11:35am Oct 25 Fi2dpm

Uiz b fodioving Frecuent Fiver Frogram: | EEFR e

Ui miy default credit cand: *Test Visa's

- Airporl Fitters

SEA - Seattie, WA ($239.6)
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Step 2: Select a Car

1. If you specified that you need a car on the If you choose to automatically reserve a car, Concur
Flight tab, you will see car results for the Cligbook Travel will add your car and then display
car search. your hotel results.

If you selected Automatically reserve this car,
Cligbook will add the car without showing you the
flight results.

2. Select the appropriate rental car and then You can sort the car results to help find your
click the Reserve button. selection.

Yellow diamonds indicate preferred vendors and
your preferred car type will be selected
automatically.

Travel Expenss Roports Profls Help  Log Out
Home  Trip Library  Templates Policy  Profile  Tosls

Car availability

._Fl-tlcmq wp the car ats Richeond (RIC) on 1025,/ 200F 908 Ak Primt  E-pnadl
_:H.ttl.ll‘Teril on 10726 2007 5:00 P

o i 5D e - IO == o
Fresuits Econonvy Car Compact Car Intermsediate Car Standssd Car Foll-size Car Premium Car Intermediate SUY  Standard
m * 61.99 66.99 71.99 73.99 73.99 112.99 104.99 105.5
L4 *

Displaying: 1 out of 9 results.

Sort oplions EJIJnI-w - f: Bast price '-':) Yerder |

| FHETCN Antermediate Car

£71.99 per day Total cost §180,38*
Urilrvak s reddars
Automatc transmission

Displaging: 1 sut of 9 results,

ek &2 Tusl &nd e ancs wanver s Thits ahd &y Sdilion

550N s baged on the eccchande rate for that day. The Tinad pr

Tolsl coef Restes and bobad £ost do fol inclucs charnpas Tor optional Sar

fees or sarcharges may be applied ot the time of rentol. Ary currency

Lisa the foliowing Car Program: S IREE T N e b il
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Step 3: Select a Hotel

In the hotel results, click Get More Hotels
to pull more hotels into the list.

To filter by hotel chain, click the Hotel
Chain link and then select the chains you
want to view.

To filter by hotel amenities, click the Hotel
Amenities link and then select the
appropriate amenity options.

Click the Map of Hotels link in the upper
right corner of the page to view a map of
the location you selected and the nearby

hotels.

Click the Info link for a specific hotel to find
more detailed information for the hotel.

When you are ready to reserve your hotel
room, click the Reserve button for the
appropriate rate and hotel.

16

Additional Information

If you selected the Find a Hotel option on the
Flight tab, the hotel results are displayed after you
choose your rental car.

You can also choose Show All or Hide All and sort
the list of hotels by Preference, Price, Chain,
Rating, Distance and Policy.

Your company'’s preferred hotels are displayed as
pink dots.

Next to each Reserve button, a description, rate
details, and cancellation policy is available The
Reserve buttons are color coded as follows:

A green Reserve button indicates the hotel
rate is within policy.

A yellow Reserve button indicates the hotel
rate is outside of policy. If you select this
rate, you must enter additional information.

A red Reserve button indicates the hotel
rate is outside of policy. If you select this
rate, you must enter additional information
and wait for manager approval. The trip will
not be ticketed until it is approved by a
manager..

If a hotel is outside of policy, this information will be
displayed within in the list of hotels. You can also
view the type of rate and room, as well as other
information that is available from the agency
system.

A grey or yellow diamond indicates that the hotel
property is company preferred.

After clicking the Reserve button the Hotel
confirmation page appears.



Step 3: Select a Hotel

8. Click the Next button. The Trip Booking Information page appears.
9. Enter your trip information in the Trip The trip name and description data are for your
Name and Trip Description fields. record keeping. If you have any special requests for

the travel agent, please enter them into the agent
comments section. Some request may result in
higher fees.

10. Click the Next button to finalize your
reservation.

Travel Expense Reports Profile Help Log Out

Home  Trip Library  Templates Policy Profile  Tools

Check-in Thu, Oct 25 - Check-out Fri, Oct 26

Hotels located 5 miles from Richmond, ¥A (RIC). Change search [ID Map of hotels Print / E-mail

Filter by Hotel chain | Hotel Amenities | With names containing:| |

Displaying: 14 out of 14 results. 2 Ment>> | All
Sort: O Preference @ Price w O chain O Rating O Distance O Policy ‘
| ot Courtyard Richmond Airport Info |

5400 Williamsburg Rd Mok rated 1.48 miles
Sandston, Yirginia 23150

804/652-0500

View on Map

S $154.00 Regular Rate - Regular Leisure Rate*deluxe Room™1 King Bed*cotton Rich LinenIndoor Pool*free Wirelass
' Internet*work Desk*fitness Area (Rate Code; REGADD)
COMDAIE | Cancellation policy exists  Rate details | Cancellation policy

£154.00 Reqular Rate - Regular Leisure Rate*deluxe Room*2 Double Beds*cotton RichLinen Indoor Pool*free Wireless
' Internet*work Desk*fitness Are (Rate Code: REGBOO)
CoMPare | —oncellation policy evists Rate details | Cancellation policy

Use the followving Hotel Program: s B o e

Use my default credit card: "Test Yisa',

Start Crver Change search
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Step 4: Pre-populate Your Expense Report

1. On the Pre-populating Your Expense
Report page, specify the transportation
expense you expect to incur for
transportation or parking during each
segment of your trip.

After you have completed each segment of
your booking, click the Finish button.

Additional Information

After you have completed the reservation, a window
appears where you can enter the information to pre-
populate your expense report. This information will
be automatically imported into your report after the
date of the trip has occurred.

By default, the amount of each entry will be
populated in your expense report as $0. You must
edit the amount or discard the charge if it does not
apply. These charges are placeholders that help you
submit a complete expense report.

Pre-populating Your Expense Report

At this B you may optionally choose 1o prespopudabe placehoider Reme on your
expense report, Thess Bems will be sdomalically mparted ino your réport afler
thix diater o thee irip b pasesd. The amount on sach cheange wil be 10 by dafaul -
wioul will hiave bo edil the amound yoursell or discard the charge if | de2s nol apply
Theze charges aee jcd redmanidens: b you S0 that wou ars mone Boely 10 sulend &
Compile &xpents réporn

C

0 G

ncur
EXPENS

o] you Bie Lo prespopadate & chacge B0 cover e o pan o anTive ot Sealls Tacoma il Arpd? | None

&
E|
o
ol

Departs:
Arrivas
Deparis:

AITIVES:

Sl Tacoma kil Arpt (SEA)
Harlsfiskd bl Arpt (ATL)
Hartztoeil Inll Arpt (ATL)

Eryrd indl (RIC)

T
3
&
E

20 A
12 P
£ Pl
24 P

9 wiould you B to pre-populate a charge fo cover how you plan o depart trom Eyvrd nll?

i ywiouid you ke to pre-populate o charge fo cover how you plan to arrive of Byrd Inti?

o
ol
E |
E|

Departs:  Bryred il (RIC)

Arrives:  Harbsfield il Arpk (ATL)
Depars  Harlsfiskd bl Argt (ATL)
Arrives:  Sestle Tacoms kil Arpt (SEA)

&
E:
o

11:47 PM

40 F
P
25 P

on
o
o
=41

o Vol you Bie to pre.popidate a chasge f0.Coves how you plan to depart trom Seatile Tacoms intl

Arph?

Pre.populate Expenses for transportation and parking
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Section 3: Cancel or Change an Airline, Car Rental, or Hotel

Reservation

1. On the Upcoming Trips tab, click the
name of the trip you want to cancel or
change.

2. Select Change Trip from the dropdown
menu.

3. On the Itinerary page, select the portion of
the trip you want to change.

4. To cancel your trip, click the name of the
trip on the Upcoming Trips tab, and then
click Cancel from the dropdown menu.

Reports  Profile

Travel  Expense Halp  Log Out

Home  Tiip Likrary  Temsplates  Policy  Prefile  Teols

Travel Center

Additional Information

Contact the appropriate Website or vendor directly if
you did not book your trip using Concur Cligbook
Travel.

From the Itinerary page, you can:
e Email your itinerary
e Change frequent flyer program
e Change seat

e Change the flight day or time for travel (you
cannot change the airline)

e Add, change, or cancel car rental
e Add, change, or cancel hotel
If the status changes to Ticketed, the Cancel link

will not be displayed. After a flight is ticketed, you
cannot cancel a trip.

If the status is Confirmed, you can attempt to
cancel. If you get an error message and are unable
to cancel the trip in Concur Cligbook Travel, contact
your agent or administrator.
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Section 4: Concur Cligbook Travel Action Buttons and Icons

Button/lcon Description

L Tooltip: Click the tooltip icon to view the associated field-related help.
> Yellow Diamond: Indicates a company preferred vendor.

| Seat map: Click to view the flight seat map.

1

L
o
o€

Airfare: Click to view your airfare booking information.

Rail: Click to view your rail booking information.

Lodging: Click to view your lodging booking information.

Car Rental: Click to view booking information for your car rental.

¥ I D
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