AMES LABORATORY

Creating Materials & Energy Solutions

Concur Travel Training
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04/06/2011



What is Concur?

» On-line travel booking tool.
» Software licensed through T&T.
» Uses the GDS (Global Distribution System).

» Similar features to Expedia, Orbitz and other
on-line tools.

» Uses all airlines available.




When can | use Concur?

» Ames Laboratory or lowa State travel.

) Conc?r is set—up to direct bill airline and car
rental.

» Personal form of payment must be used to book
other (hotel, taxi)

» Cannot be used for personal travel.

) Cannlot oe used for mixed personal and business
travel.

» Cannot be used for one-way airport car rentals.
» Should not be used for foreign travel.’

» Should be used with caution for multi-leg trips.
» Follow Ames Lab travel policy for direct billing.




Profile

» Traveler and/or travel assistant must have an
e-mail address that ends with ameslab.gov.

» Assistant administering travel needs a profile
for log-in purposes.

» Travel assistant must be set-up under the
traveler’s profile in order to plan travel.

v Travel will not be booked on Concur Trave/
until Ames Lab Travel Worksheet has been
received and reviewed by the Travel Office.




Profile

» Each travel using Concur must have profile.
» Call Travel Office (4-4488) for pin number.
» Profile set up at http://portal.tandt.com/isu
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Profile

Travel and Transport Portal - Mozilla
File  Edit Bookmarks

Yiew  History Tools  Help

w '| m' Google

6 e c A et '|j http: /ftransport, tandt, comyfdef aulk, asp:

5] Latest Headlines 4 Operations | Ames La...

[+
transPORT

J |j Travel and Transport Portal

15U Cnline Campus Map |j Welcome : Directory .. =0 Mrs, Thomas' 2nd Grade |j ames-Gibert Girl Scouts e Concur - click, done,

IOWA STATE UNIVERSITY

L

Welcome ISU Traveler

Quick Links

Home Page
GMLINE TRAVEL/PRGFILE

UPDATE
Flight Tracker

Need to get to the DSt Airport? Click Here
http: Afwww.executiveexpress.biz/airport-shuttle-reseryations aspx

ViewTrip

COMCUR IMFORMATION:
Create A Mew Clighook User

Clighook Reference Guide
Concur Clone A

' Bpokmark Travel Portal

TRAVEL NEWS

Southwest accident prompts FA A inspection ord
I ‘ Federal aviation officials plan to issue an order Tuesday for emergency
SOUTHWEST
AIRLINES

Tip
Concur Training Vide
Concur Hew User Interface
Guide

=
a

inspections on &0 U.S.-registered Boeing 737 jetliners,

The planes are like the Southwest Airlines plane on which a read more ==

"Epsilon data breach affects hotels
" Aidine thecked Bags Policies

"Iravel Updates - Weekly Edition
"Travel Updates - Quartedy Edition

& 2011 Travel and Transnort. Ine. All riaht reserved

Travel References

Currency Cenversion
Date/Time Zones
Maps

Weather

Security Wait Times

Web Check-In

Ajr Canada
AirTran Airways
Alaska
Armerican
Continental
Celta

Frontier
Hawaiian
Horizon Air
JetBlue Airways
Midwest
Southwest
Southwest-MOBILE
United

US Airways
Wirgin Arnerica

Online Bookings:
P: 866,963.3062
(Prompt #1-Online)
E: ISU Online

Hours: 24/7

Holidays & Weekends

15U Travel:

P 866,963.3062

E: isu@tandt.com

Hours: 8§:00a-5:00p CT M-F

w

javascript:_ doPostBack('ctiD0dwebPartManager 1 $gwpQuickLinkControl$QuickLinkControl$DynamicLinks$ctio7$hprLinks', ")




Profile

©) Mozilla Firefox
File Edit View History Bookmarks Tools Help

6 - c IEI = yls el Fibtps: ks bandt comfisufjoin, asp

|5 | Latest Headines J Operations | Ames La..

b g

| |:] https:/ /ts.tandt.com/isu, join.asp I + |

15U Online Campus Map |j welcoms @ Directory .. == Mrs. Thomas' 2nd Grade \j Ames-Gilbert Girl Scouts (‘a Concur - click, done,

To obtain the Company PIN numnber, please email yow travel manager.

IST: Jodi Essex
DOT: Shen Anderson
Ames Lab: Andrea Spiker or Konnie Willie-Kennicker

Enter yowr Company PIN number below.

L 1




Profile

User Registration - Mozilla Firefox

File Edit Wew History Bookmarks Tools  Help

@5 c x
— ; ~
50| Latest Headines O Operations | Ames La... 15U Online Campus Map |j Welcome @ Directory I.. =5 Mrs, Thomas' 2nd Grade ﬁ Ames-Gilbert Girl Scouts e Concur - click, done.

B E

s https: jfappz outtask.comyfregistration/register_form. asprregrode=IASTATELSSE f? v|

‘ C. User Registration

1[5

Welcome to Clighook!
[OWA STATE UNIVERSITYThis is a self-registration site for lowa State University, Setting up

a login and password is quick and easy. Please fill in the
information requested below and take note of the following:
Al new users must self-assign a login, It is recommended that
you wse your email address as the Clighook Login, Each traveler
and travel arranger must have a login to arrange travel,

Al new users must also self-assign a password, Passwiords must
be at least 6 characters in length. It cannot contain spaces,
Please mernorize your login and password, O, note therm and
kesp in a secure location,

IF you travel for more than one division (15U, DOT and AMES
Lab) you will need to create a profile under each division,

{before the @igslobe TovE, QoY o Darmeslab. gow"). IF you are BOldm
alber] fions, Wour login will still need ko have the correct domain above For that division, you can e
efar email address as your normal email,

Account Information
Concur Login |@ ‘ Choose a domain, .. % |

/'

rContact Ir

Your Name and Airport Security: Flease make certain that the first, middle, and last names shown below
are identical to those on the phota identification that you will be presenting at the airport. Due to increased
airport security, wou may be turned away at the gate if the name on your identification doss not match the
name on your bicket,

First Hame

Middle Hame

Rule Class | 15U b
Work Email Address ‘@ | choose a domain...

Home Phone' |

rHome Address
0 p.o. boxes please

Street Address 1*

Street Address 2 [ )

City"

Country* w

State, Provinee, Region'
Zip/Postal Code’

Configuration
’7 Time Zone | (GMT-06:00) Central Time (S & Canada v W

Dione




Profile

User Registration
File Edt Wiew Hstory Bookmarks Tools  Help

@ c x o

| Latest Headines 4\ Operations | Ames La..

,l ‘@_)’

hitps:/{app2. outtask, comjregistration/registsr_form.asprregeode=IASTATEL653

15U Online Campus Map | | Welcome : Directory L. ™= Mrs. Thomas' 2nd Grade | | Ames-Gibert Girl Scauks (s Concur - click. done.

J (. User Registration | | \ =
~
Flease memarize your login and password, Or, note them and =
keep in a secure location,
IF you travel for more than one division (ISU, DOT and AMES
Lab) you will need to create a profile under each division,
Please Fil out al Fields, Typically, your Cligbaok Log-in should be the same as the First part of your email address
(before the "@iastate. edu, @dot.iowa,gov o @amesiab.gov"). IF you are building a secand profile for
alkernate divisions. Vaur login wil stil nesd ko have the correct domain above For thak division, yau can snker
vour email address as your normal email,
Account i
’7 Concur Log | @ fchonse a doman... i v
~Contact Infor
Your Name and Airport Security: Please make certain that the first, middle, and last names shawn below
are identical to those on the photo identification that vou wil be presenting at the airport. Due bo increased
airport security, you may be burned sway st the gate if the name on your identification does not match the
name on your ticket.
First llame
Middle Hame
Last Hame
Rule Class | 15U 5
Work Email Address @ | Choose a domain... %
Work Phone
Home Phone’ |
~Home Addr =
0 p.o. bowes please
Street Address 1'
Street Address 2'
City*
Country' v
( State, Province, Re
ip/Postal Code!
—c s
Date Format
Submit RE*t
*Optional \_/
Please remember to review and update your travel profile before attempting to arrange travel.
This can be done by dicking on My Travel Profile from the Trawel Home page,
IF you have any dificulties registering, pleass contact 15U Online Help Desk st 866.963.3062 (Prompt #1) or
email isuonline@tandt.com for assistance, =
v
Dane =Y




Logging into Concur

https:/ /www.concursolutions.com/default.asp?host=www.tandt.com

Concur - click. done. - Mozilla.

File Edit Wiew History Bookmarks Tools  Help
c gl 8% concurolutons.com [itps

2| Latest Headines 4\ Operations | Ames La m 15U Online Campus Map J Welcame : Directory I == Mrs. Thomas' 2nd Grade || Ames-Gilbert Girl Scouts | e Concur - click, done,

« User Reqistration A\ On-Line Travel Reservations through * » Concur - click. done. @ =

Technical Support »

TRAVEL

Login »
Password »

Done

A\




Logging into Concur

https://www.concursolutions.com/default.asp?host=www.tandt.com

%) Forgot Passwor
File Edit Wiew History Bookmarks Tools  Help

6 -‘ C X &

|50 Latest Headines A& Operations | Ames La...

| https: s concursolutions. comfprofilefsend _password_hint. asp?bxtl oginID=fForgothlame=0ihost=www. kandt.com g _|

15U Crline Campus Map |j ‘Welcome ; Directory 1 == Mrs. Thomas' 2nd Grade |:] Ames-Gilbert Girl Scouts e Concur - dick, done.

&3] | { s Forgot Password a IT‘ |j

o User Registration =] | M On-Line Travel Reservations through .

cur

Fargat your passward?

Enter %our LO?IH D

O send me an emal with my passward hink
2 Send me an email with 2 link ko resst my passward




Logging into Concur

https://www.concursolutions.com/default.asp?host=www.tandt.com

%) Forgot Passwor
File Edit Wiew History Bookmarks Tools  Help

6 -‘ C X &

|50 Latest Headines A& Operations | Ames La...

| https: s concursolutions. comfprofilefsend _password_hint. asp?bxtl oginID=fForgothlame=0ihost=www. kandt.com g _|

15U Crline Campus Map |j ‘Welcome ; Directory 1 == Mrs. Thomas' 2nd Grade |:] Ames-Gilbert Girl Scouts e Concur - dick, done.

&3] | { s Forgot Password a IT‘ |j

o User Registration =] | M On-Line Travel Reservations through .

cur

Fargat your passward?

Enter %our LO?IH D

O send me an emal with my passward hink
2 Send me an email with 2 link ko resst my passward




Logged In - Home Page

Travel Center - Mozilla

File Edit ‘“ew History Bookmarks Tools Help

6 S c ,”e,‘ ot ‘C- http: v, concursolutions, com/travelhome, asp f‘\( '|

- coooe 2 &

= Mrs, Thomas' Znd Grade |j Ames-Gilbert Girl Scouts C. Concur - click, done,

=] | (s Travel Center H > F

Welcome, Andrea Lynn Spiker e Help | Log Out &

| Latest Headlines A Operations | Ames La... 15U ©nline Campus Map ﬁ ‘Welcome : Directory 1.

| |« User Registration |3 ‘ M\, Onrline Travel Reservations through

T [OWA STATE UNIVERSI
AND TRANSPORT

Travel | Reporting  Administration  Profile

Home Amangers  Trip Library  Templates Profile  Tools

You are administering travel for | Me b || Search

Get the Latest Mobile Features Now! Company Notes Travel Map Upcoming Trips | | Trips Awaiting Approwal

Check App Stores for Current Versions

e D = § b Y. IOWA STATE UNIVERSITY
-_. - -

Welcome to AMES Labs Online Reservation System.

This site is for Business travel only.

Flight || Car || Hotel || Taxi | Flight Status

To refresh your list of unused tickets, dlick on the profile Resources

link in the header bar and dick save in your profile. The list » §
will also refresh when you start an air search. ieb Chedein's
. " N » . .
I5U's preferred air camiers are Delta and Conti tal Cligbook Training Video
»_. :
® roundTip O oneway O Multi-seament Lligbook Tips bocument
» Cligbook Quids Reference Guide
Departure City g DSM »
|DSM - Des Maines Municipal Airpart - Des Maines, L | Lligbook"How To" Share a Trip
Select nearly aiports ,C\ighnnk“Hann" Clone a Trip
Arrival City Gfd >
| 15U Travel Folicy
Select nearly ainports
Hepatiie Assistance
[ |[depart v |[0:00am _w[[23 ] P 860 963 3062 (Prompt #1)
—— E: isuonline @tandt.com

Hours: 2407 W-F, Holidays & Weekends
[[depart %[ s:00pm |23 %]

D Pick-up/Drop-off car at airport

[IFind a Hotel

Search flights by: @ Price O Schedule




Updating Profile

Wiew History  Bookmarks  Tools  Help

6_ - }Q ) i https: e concursolutions, comfprofilefprofile_user.asp fﬁ - ‘ !3: > f-) I@}

|| Latest Headlnes M4 Operations | Ames La.. m 15U Online Campus Map \:‘] Welcome ¢ Direckory 1., == Mrs. Thomas' 2nd Grads |:] Ames-Gibert Girl Scouts C. Concur - click, done,

| *u User Registration = ‘ M On-Ling Travel Reservations theaugh . | ‘ (s Profile Dptions 8 ITl |7
Welcome, Andrea Lynn Spiker (2] Help | Log Out &

TWEL IOWA STATE UNIVERSI

ID TRANSPORI

Travel Reponting  Administration Profile

Personal Information  Change Password  System Settings  Mobile Registration  Travel Yacation Reassignment  System E-Mail Settings

My Profile of the following to customize your user profile”
Vour Inf i (( Personal Infol on System Settings
our Information Your home address and emergency contact infarmation, Which timezone are you in? Do you prefer to use a 12 or 24-hour clock? When does
Personal Information \ your warkday start/enc?

Company Information
Contact Information
Emergency Contact
Credit Cards

n
Your company name and business address or your remote location acldress. ct you about your travel arrangements?

Setup Travel Assistants
You can allow ather peaple within your companies ta boalk trips and enter expenses

far yau,

Credit Card Infor mati
You can store your credit card information here so you don’t have to re-enter it each

time you purchase an item or service,

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants Arrangers

Travel Vacation Reassignment

Tiavel Preferences
Carrier, Hotel, Rental Car anc other travel-related preferances,

Going to be out of the office? Canfigure vour backup travel manager,

Other Settings Change Password

System E-Mail Settings
Change your password,

Change parameters for automated system E-Mails,

THBLOB

Syskem Setkings

“hange Password

Privacy Statement

System E-mail Settings

Travel Yacation Reassignment
Mobile Registration

I'm Assisting...

255 Concur for mabile on your BlackBerry or Windows Mobile

T > @ EE

hittps: fw, concursolutions, comfprofile/ProfileUser ChangePassword, asp




PrOfi Ie Birthdate/Gender -

TSA Requirement

My Profile - Mozilla Firefox

File Edit Wew History Bookmarks Tools  Help

G—cxm

|54 Latest Headines #& Operations | Ames La...

JE. User Registration 3] | A On-Line Travel Reservations through ™. | {« My Profile a8 | + =
[ames [[za 50014 [

Country
| United states of America ~|

sl hittps: f fue  concursolutions. comfprofilefPersonalProfile.asp f:r " |"'T = Google p‘ |\_'}'

Mrs, Thomas' 2nd Grade |j Ames-Gilbert Girl Scouts » Concur - dick. dane,

15U Online Campus Map \j Welcame : Directory I...

Contact Information

‘Wark Phone [Required* '] Wark Extension Wark Fax 2nd Work Phane/Remote Office Home Phone[Required* ']
[515-204-6738 I |[515-204-5165 I |[515-450-5408 |
Pager TECTTTaT

—
| 5150503003 —— |
Mahile Carrier

[verizon PCs i@ myvaw.com) v 1 [_send Test Message |

**You must specify either a home phone or a work phone,
Please check which of the following e-mail addresses to use to contact you regarding travel arrangements.
E-Mail Addresses
E-mail 1 [Required* ']
|spiker@ameslab.gov |
E-mail 2

E-mail 3
F kkennick@ameslab.gov |

Emergency Contact Go to top

Mame Relationship
A Spiker || Spause w
Street

i019

Address same as employee

State Province Region Zip/Pastal Code

Country Phone Alternate Phane
515-450-5408 | [515-450-3110

Travel Preferences Go to top

Eligible for the following discount travel rates Tare classes
DAAA D Government D Military D Senior/AARP

Air Travel Preferences
Seat Fow Special Meals Ticket Delivery
[ window %[ Front ~ || Regular Meal -

https: sy, concursolutions. comyprofilefPersonalProfile. asp#HomeAddress




Logged In - Booking a Trip

Travel Center - Mozilla

File Edit ‘“ew History Bookmarks Tools Help

6 S c o ot ‘C- http: v, concursolutions, com/travelhome, asp 'f‘\( '|

| Latest Headlines A Operations | Ames La... m 15U ©nline Campus Map ﬁ ‘“Welcome @ Directory 1. =5 Mrs, Thomas' Znd Grade ﬁ Ames-Gilbert Girl Scouts C. Cancur - dick, done,

= | (s Travel Center E' % F

(2] Help | Log Out

8.
S G

| |« User Registration 1E3) ‘ M\, Onrline Travel Reservations through

Welcome, Andrea Lynn Spiker

[OWA STATE UNIVERSI

AND TRANSPORT

Travel | Reporting  Administration  Profile

Home Amangers  Trip Library  Templates  Policy  Profile  Tools

You are administering travel for | Me b || Search

Company Notes Travel Map Upcoming Trips | | Trips Awaiting Approwal

[OWA STATE UNIVERSITY

Welcome to AMES Labs Online Reservation System.

This site is for Business travel only.

Flight || Car || Hotel || Taxi | Flight Status

To refresh your list of unused tickets, click on the profile Resources
link in the header bar and dick save in your profile. The list »
will also refresh when you start an air search.

Wieb Chedein's

I5U's preferred air caniers are Delta and C \ Cligbook Training Video

Clighook Tips Document

@ Raund Trip O One Way O Multi-5egment

lighook Quick Reference Guide

Departure City g DSM »)
|DSM - Des Maines Municipal Airport - Des Maines, L& | liabock "How To' Share 3 Tiip
Select nearly ainports >
Arrival City Gfd | >
Select nearly aiports
Departure Esistance

“"EFart wl|[s00am w[[23 | Ff|=66 963 3062 (Frompt #1)
§/ isuanline@tandt com

Jours: 2477 W-F, Holidays & Weekends

Return

[[depart %[ s:00pm |23 %]

D Pick-up/Drop-off car at airport

[IFind a Hotel

Search flights by: @ Price O Schedule




Logged In - Booking a Trip

2) Flight Search - Mozilla Firafox
File Edit Wew History EBookmarks Tools  Help

6 - e x {at | (s http: /v, concursolutions. com/travelwizardwizard_processing, asp?52237, F6=3630950331 68793 T}f " |". Google ;O‘ |@}

== Mrs. Thamas' 2nd Grade |j Amas-Glbert Girl Seouks e Coneur - dlick, done.

Wl 151 Online Campus Map \j ‘Welcome : Direckory I...

50| Latest Headines M Operations | Ames La..

‘ \_a User Registration =] ] A, on-Line Travel Reservations theough® 4 Loading. .. 8 | - |

Welcome, Andrea Lynn Spiker o Help | Log Out =

[TOWA STATE UNIVERSI
AND TRANSPORT

Searching for flights...

Monday, 07/25/2011 - Friday, 07/29/2011

Please stand by...

Corporate carriers; | “inental By A DELTA

[I----- _] .

‘Waiting For weww, concursolutions. cam...




Available Flights

y/Fare Quote -- Andrea Lynn Spiker lowa State University - Mozilla Firefox

File Edit Wiew History Bookmarks  Tools  Help

@ - c A 1Y (e http:”www‘Enncursﬂlutlnns.cnmftravelwmard;‘twmr(hnnse.asp?52237.77=5371952533‘?2192&chsld=52238.4B&HTTP_REFERER=%2FtraveIW|zard°fﬁ " m' Google

|5 ] Latest Headlines 4 Operations | Ames La...

15U Online Campus Map |:] ‘Welcome : Direckary ... == Mrs, Thomas' znd Grade \j Ames-Gilbert Girl Scouts e Concur - dick, done,

| *_» User Reqistration 13 | M, OrrLine Travel Reservations through " | {4 Concur: Air Availability,/Fare Quo... EJ | + | | -
Welcome, Andrea Lynn Spiker o Help | Log Out 2y
[OWA STATE UNIVERSI
Travel | Reporting  Administration  Profile
Home Arrangers  Trip Library  Templates  Policy  Profile  Taols
5U's preferred air carriers are Delta and Continental ‘ re e n Re S e rve
Des Moines, IA To Las Vegas, NV Meon, Jul 25 - Fri, Jul 29 Print / E-mail b Y I |
, box vs. Yellow
Al H A y AR Outbound - Mon, Jul 25 (] R B
29 results Continental Delta United us American e S e rve O X
Airways
pepart | & =)
1stop 506.15 522.30 51450 603.80 42,24 08,50 5:50 AM - 9:55 AM
41 results 2 results 3 results 4 results 12 results 14 results € results
Armve [ &
2 stops 500.85 105150 517.00 1075.20 557,00 12,50 S B k I —
47 results 11 results 5 results T results 2 results 9 results 13 results re a a‘ r u e
Aoy 1626.20 Return - Fri, Jul 29 (] W H t
1 results = 57 2 5 i 1 results rI e a
Depart =3 S - . . -
e | 200PM 5356 justi fication 1
[ Expand All Details Amve | ©= ®
Displaying: 89 out of 89 results Previous | Page: 1 of 9 | Next== | All AU EME LR EM
Price Carrier Depart Arrive Stops Duration Price Q
DSM  Jul25 627 am = LAS  Jul25%26am 1 3h50 e
§506.15 Continental e meram " ceam . Choase currency: | USD§ (v
LAS  Jul295:35pm = DSM Jul 29 Gpm L 3h26m r
= Price 'O_
more like this + shaw details @ T TR
DSM  Jul 25627 am = LAS  Jull5 Gam L 3hddm
Cantinental Display Settings [~}
LAS  Jul29335pm = DSM Jul291i56pm 1 3h26m
campare + il . mare like this + shaow details @ [ Hide Hon-refundable Fares
$509.85 DSM  Jul 25 627 LAS  WI25207pm 2 Sh22 L] e Prapier Panes
2 ul 25 627 am = u :07 pm m
n Cantinental - o [ Depart/Return Same Airport Only
LAS  Jul20535pm = DSM Jul291156pm 1 3h26m
compare t 44 more like this + shaw details @ Airport Filters V]
$514.80 ) DSM Jul 25 6:27am = LAS  Jul25 1 3h50m EIE G
W United B DSM - Des Moines, 1A {§506.15]
LAS  Jul20535pm = DSM Jul201156pm 1 3h26m - 3




Reserve a Flight

Reserve Flights - Mozilla Firefox
Fle Edit Wew History EBookmarks  Tools  Help
< [*W~ coog o
17 - | {88 coooe Pl Gr

6 ¥ c x fay | e http:ffwwe. concursolutions comftravelwizardfwizard_processing asp
|| 15U Online Campus Map \j ‘welcome ¢ Directory L. == Mrs. Thomas' Znd Grade |j Ames-Gilbert Girl Scouts c« Concur - click. done.

8-

50| Latest Headines & Operations | Ames La...
@ Help | Log Out o |

M on-Line Travel Reservations through™... | | .. Loading...
5l | s,

‘ G User Registration L
Welcome, Andrea Lynn Spiker

IOWA STATE UNIVERSI

AND TRANSPORT
Reserving your flights...

Please stand by...

2 this window while an this
nfind a link to this trip
cking that link will allo

el home pa
antinue y

If you accl

under the name "Unfinished Reserva ur boaking

(T _"]?

Waiting For e, concursalutions.com...



Reserve a Flight

2) Concur: Travel Wizard -- Andrea Lynn Spiker lowa State University - Mozilla Firefox 2) Concur: Travel Wizard -- Andrea Lynn Spiker, lowa State University - Mozilla Firefox

File  Edit Wiew History EBookmarks Tools  Help File Edit ‘iew Higtory Bookmarks  Tools  Help

6 + @ 20 ¢ur | O hitpffwww,concursolutions, comjtravelwizard twShowTrip, asp?52427, 26=2359959 125, 51688chsid=52427 6 ~ G 0 & | Ce httpijjwews.concursolutions.com/travelwizardjtwShowTrip, asp752427, 28=2350959 125, 5168Rcbsid=52427.1

5 Latest Headlines O Operations | Ames La.. 15U Online Campus Map | | *elcome : Directory 1. =0 Mrs, Thomas' 2nd Grade | | Ames-¢ o/ Latest Headines /& Operations | Ames La... 15U niine Campus Map | ] ‘welcome : Directory 1. == Mrs, Thomas' 2nd Grade | ] Ames-Gi

| | {  Concur: Travel Wizard - Andrea... | J_ » User Registration 13 | M, OrLine Travel Reservations through "... | a Concur: Travel Wizard -- Andrea ... £
Air Frequent Flyer Number: LA-03159051320;

‘ " _w User Reqgistration 1E3) | M\ On-Line Travel Reservations through "

Welcome, Andrea Lynn Spilcer
Flight Infor mation

Aircraft: Canaclair Jet Distance: 625 miles
E-Ticket

Cabin: Economy

Seat: 03A({Confirmed] & Chanae Seat

Connecting at Denver, CO (DEN) to Des Moines, IA (DSM)

Travel Details
Jul 29 Continental 6350 Duration: 1 hour, 36 minutes Manstop

@ Frint
. . Operated by: United
Trip from Des Moines to Las Vegas Jul 25 - Jul 29 Denver (DEM) : 9:20 P Des Moines (DSM) : 11:56 Pl
Trip Record Locator: MQ27X5  Created on: 04/05/2011 at 2:34 FM Confirmation Number: CRACWHN Status: Confirmed
Passengers: Spiker, Andrea Lynn. Adr Frequent Flyer Number: LUA-03169051320;
Air Frequent Flyer Mumber: UA - 03169051320 Flight Infor mation
Adrcraft: Airbus A318/321 Distance: 559 miles
Monday Jul 25, 2011 E-Ticket
T eI T Seat: 03a(Confirmed) & Change Seat
Air
€@ Des Moines, 1A (DSM) to Denver, CO (DEN)
Jul 25 Continental 6633 Duration: 1 hour, 50 minutes Manstop . . X
Air View Fare Rules
4% Change This Leq Operated by: United Airfare quoted amount: $431.02 LSD
. I
Des Moines (DSM) : 627 A1 Denver (DEN) : 7:17 AL Taxes and fees: $75.13 UsD
Confirmation Mumber: CR3QWH Status: Confirmed Total Estimated Cost:  §506.15 LISD
Alr Frequent Flyer Mumber: UA-03169051320;
Flight Information TCKETNOTVETISSUED, AIRFARE QUOTED TN TTIMERARY 15 HOT GUARANTEED UNTIL TICKETS ARE ISSUED,
ANCratt: Airbus A314 Lhistance: b54 miles B Xa:
E-Ticket CHECKED BAGGAGE POLICIES VAERY BY AIRLINE
Cal Econamy [T Seat: 03AiCaonfirmed) & Change Seat FEES MAY APPLY-FOR DETAILS GO TO WWW.TAWNDT.COM/BAGGAGE

. TRAVEL AND TEANSPORT WOPRKS &5 AN AGENT OF THE SUPPLIER.
Connecting at Denver, CO (DEN) to Las Vegas, NV (LAS) MONIES THAT TOU PAY TO TEAVEL AND TRANSPORT FUR & TRAVEL
SUPPLIER BODKING IMMEDIATELY EECOME THE PROPERTY OF THAT

Jul 25 Continental 5345 Duration: 2 hours Monstop SUPPLIER RND TRRVEL AND TRANSPURT CANNOT REFUND TOUR
MONEY WITHOUT RECEIVING PRIOR AUTHORIZATION FRON THE
Operated by: United SUPPLIER OR THE BANKRUPTCY COURT IF APPLICABLE T0 DO 50.
Denver (DEMN) : 5:26 Al Las Vegas (LAS) : 3:26 AM St

Confirmation Number: CR3QWH Status: Confirmed Ttinerary generated on 04/05/2011 at 2:34 PM

Air Frequent Flyer Number: UA-03169051320;

Hight Information

Aircraft: Airbus A319 Distance: 525 miles

E-Ticket I you close at this point your reservati
Cal conamy (T Seat: 03AiCaonfirmed) & Change Seat

== Previous

Done




Holding Your Trip

Travel Wizard -- Andrea Lynn Spiker lowa State Lniversity - Mozilla Firefox

File Edit Wew History EBookmarks  Tools  Help

@ - c fa¥ » http:/ v, concursolutions. com/travelwizard fewTripDetals. aspr52447 . 2 1=3870543837.5473 o ""’ P

5] Latest Headines & Operations | Ames La... 15U Online Campus Map \j ‘elcome ¢ Directory L. == Mrs. Thomas' znd Grade ﬁ Ames-Gilbert Girl Scouts |« Concur - click, done.

« User Registration | 4\ Oneline Travel Reservations through ... |0 + Concur: Travel Wizard -- Andrea ... & | + -

|2

Welcame, Andrea Lynn Spiker 0 Help | Log Out

TKA:\/EL IOwWA STATE UNIVERSI

Trip #Tg Information

“ou MUST click HOLD TRIP at the bottom of the page. & copy of your finerary will be sent to Konnie Kennecker to
acouire your TA%. She will camplete your trip adding your TA% and approving it

The trip T o cescription are for your re keeping convenience. If you hav

the travel agent, plame= athe agent comments section,

Trip Name Trip Description ioptionali

This will appear in your calendar Used to identify the trip purpose

Trip from Des [aines to Las Vegas

Comments for the Travel Agent (optionall

Special Requests may incur a higher service fee, v of the confirmation to: Iy

K Send my email confirmation as
@Hmae O plain-tedt

Travel Requisition Mumber (3-Snumerid

You may HOLD this reservation until: 04/06/2011 11:30 PM Central

You must click
“HOLD TRIP”

Please enter information about this trip then press Next = #inalize your reservation. If you close at

this point your reservation will be cancelled.

Display Trip Hald Trip == Previous ] [ Mext == ] [ Cancel ]

Once travel worksheet is approved, Travel Office will complete
reservation, put in EA#. Traveler will receive an e-mail notice.




Holding Your Trip

Findshed!

Thanss for ey O oncer
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Then frig veill ha peinmarscaly carcwled # pou da ned cormpiess it by frad s
Them ITip Coimplas v yosir rrsw palicy
Ve frwrery funee aaead Trewl el Tremnast | we s Bike Ursveraily | = wevce pre ireany
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IMPORTANT:

» Holding the trip reserves the seat, not the
price.

» Get your travel worksheet turned in ASAP
after holding the trip. (before 3 p.m.)

v Travel will not be booked until the Travel
Office has received a completed Travel
Worksheet.

» Car rental exception request should be
completed and approved by PD before trip is
approved.




i T A g (vt ) [ vt - [ fernara] [0 rcve (€ se

subject Trip is on hold: TRIP FROM DES MOINES TO SAN FRANCISCO 3172011 408 PM | §

o You o, Konnie Willie-Kennicker other actions ~

Travel and Transport (lowa State University)

TOWA STATE UNIVERSITY :

E-mail Notices

Trip from Des Meines to San Francisco Apr 25 - Apr 28
Description: Purchasing Manager's Meeting 4/26-4/27
Trip Record Locator: LWEX4G  Created on: 03/17/2011 at 5:08 PM

Passengers: Spiker, Andrea Lynn

This trip will be autematically cancelled if you do not complete it before the deadline.
L - Monday Apr 25, 2011
» Trip is On Ho

a Des Moines, IA (DSM) to Denver, CO (DEN)

- - Apr25 Continental 7799 Duration: 1 hour, 55 minutes Nonstop
} I n e ra ry O I C e Operated by: United

Des Moines (DSM) : 1:14 P Denver (DEN} : 2:09 PM
Confirmation Humber:

AKFZEM Status: Confirmed

v
" rxt Ehsne Masmabs ars LU £ SA0E 270 =

- [ DSM-5FO ics | sFo-DsM.ics
» Approval E-mai
= = from Approval Queue <ApprovalDasmon@concursolutions, com=./ [ @ reply I ’@ reply aII] ; [ @ forward] ’@ arch\ve] ’ @ ]unk] ’ x delete] U
} I n a t I I l e r a ry subject Your request 'Trip from Des Moines to San Francisco * was approved. 317/2011 4:10PM |2

to Youoo, Konnie Wilie-Kennicker ©, kkennicker@icsmail, net other actions +

Your request Trip from Des Moines to San Francisco ' was approved.

} EA I n fo r m at I O n Approved on Thursday, March 17, 2011 at 4:10 PM Central Time by, Konrie Jo Wilis-Kennicker Comments: Order on EA#
05435 for Andrea Spiker

This is a system-generated email. Please do not reply.

from Krista Danielson <kdanislson@ameslab. gov> (B ety |- [ 7 rorrs | [ (B e (38 dere
subject EADS5438 Berkeley, CA, 4-25-2011 Andrea Spiker 312242011 3126 PM
to You

ather actions -

EADS5438 Berkeley, CA, 4-25-2011 indrea Spiker

& WKrista Danielson <kdanielson@ameslab gov=
Purchasing & Travel Office Assistant
Purchasing, Property, & Travel
Ames Laboratory

B8] AL Travel Exp voucher.xls "5 20110425,EA__a,20108.pdf

Unread: 0




Trip Approval

2) Travel Center - Mozilla Firefox

File Edit Wiew History Bookmarks Tools  Help

6 ¥ c }{‘ 'l | C e http:ffews,concursolutions com/travelhome. asp

|5 Latest Headlnes 4 Operations | Ames La...

7 -] [

5]
e

15U Online Camnpus Map \:‘] ‘Welcome ¢ Direckory 1.

= Mrs, Thomas' 2nd Grade \:] Armes-Gilbert Girl Scouts (e Concur - dick, done.
(_a Travel Center B8 I + | | -

| C. User Registration =

M On-Line Travel Reservations through *... |

Welcome, Andrea Lynn Spiker 2] Help | Log Out 5|

IOWA STATE UNIVERSI
AND TRANSPORT

Travel | Reporting Administration Profile

Home Arrangers  Trp Library  Templates  Policy  Profile  Tools

Vou are administering travel for: | Me v|| Search ]

Get the Latest Mobile Features Now! Company Nakes || Travel Map | | Upcaming Tr
Check App Stores for Current Versions

= s 5 — o You have no trips to approve.
> G b E e

)

Flight || Car | Hotel | Taxi || Flight Status

To refresh youn list of unused tickets, dick on the profile
link in the header bar and click save in your profile. The list
will also refresh when you start an air search.

ISU's preferred ain carriers are Delta and Continental

@ Raund Trip O OneWay O Multi-5egment

Departure City Gg) DSM
‘DSM - Des Maines Municipal Airport - Des Maines, LA |

Szlect nearhy aiports
Arrival City Ggh

Departurs

\ [depart v |[a:00am  w[[+3 ]
Return

‘ ||(Iepart vHS:UOpm V||13 Vl

Select nearhy aitponts

D Pick-up/Drop-off car at airpart

CIFind a Hotal

Search flights by: @ Price O Schedule




Trip Approval

Travel Cente

Mozilla Firefox

File Edit Wiew History Bookmarks  Tools  Help

6 ¥ c ﬁ,‘ b | U http:/fwssw, concursolutions.comjtravelhome. asp

@

[s)
e

5| Latest Headlines & Operations | Ames La..

15U Cnfine Campus Map \:‘] Welcome @ Direckory I...

| C. User Registrakion

= ‘ M On-Line Travel Reservations through ... | ‘ (_« Travel Center

e+

Mrs, Thomas' 2nd Grads |:] Ames-Gibert Girl Scouts | Concur - click, dane.

Welcome, Andrea Lynn Spiker

AND

RANSPORT

Administration Profile

Home Amangers  Tnp Library  Templates  Policy  Profile

Travel | Reporting

Get the Latest Mobile Features Now!
Check App Stores for Current Versions

ke

Flight || Car || Hotel | Taxi || Flight Skatus

To refresh your list of unused tickets, click on the profile
Iink in the header bar and click save in your profile. The list
will also refresh when you start an air search.

ISU's prefemed air caniers are Delta and Continental

@ Raund Trip O OneWay O Multi-Segment

Departure City [gh

CsH
|DSM - Des Maoines Municipal Airport - Des Moines, TA

Sekct nearhy airports

Sekct nearhy airports

Arrival City [

Departure

|(Iepart v||9:00an1 VHtB V‘

Return

|[depart v |[5:00pm v]|[+3 %]

D Pick-up/Drop-off car at airpart
Orind a Hotel

Search flights by @ Frice O Schedule

Taals

Company Motes TrawMap Upcoming Trips Trip aiting Approval

«3ne

Tiip Name/Description

r—

Locator

ip from Des Moines to San Francisco
hasing Ma 4728427

@ Help | Log Out )

IOWA STATE UNIVERSI

You are administering travel for: | Me v|| Search ]

Status Start Date End Date

Ticketed 04/25/2011 04/28/2011




Travel Website

ne Travel Reservations through “Concur, Travel® | Ames Laboratory - Mozilla Firefox

File Edit Wew History Bookmarks Tools  Help

@ ~ c (ot By hrtp . ameslab . govioper ations travelidighook-ine-hooking-tool ﬁ_:_‘f - -'l -2 }
5] Latest Headlines M0 Operations | g i EEP o 3 L Dicockaait == Wrs, Thomas' 2nd Grade |j Ames-Gilbert Girl Scouts |« Concur - click, done,
1http:,l’;’www.ameslab.gUV,l’UperatiUns,l’travel,l’c\iubuuk—\ine-buuking-tuul i
« User Registration A On-Line Travel Reservations thro... 3 » Travel Center + -

ENERGY
TECH TRANSFER CONTACT |

Creating Materials & Energy Solutions

=+ Ames Laboratory e s oEPaRTENT OF

NEED A MATERIAL? NEWS CENTER RESEARCH

On-Line Travel Reservations through "Concur Travel”
Yiew Edit

What is Concur Travel (formerly known as Cligbook)?

» Concur Travel is an on-line booking tool, Concur Travel is independent of Travel and Transport and it is a
software that Travel and Transport has a software license with as a part of the Travel contract with
Iowa State University, Concur Travel uses the GDS (Global Distribution Systems).

» Concur Travel should provide a more extensive flight search than other similar on-line travel wehsites
such as Orbitz, Expedia, ete,

* Since Concur Travel is contracted through T&T, it allows Laboratory travelers to direct hill airfare and
rental car arrangerments, Lodging must be paid for by the traveler and then reimbursed.

Airfare and Airports
Farsign Travel Login to Concur Travel

Forms Concur Travel Training and Requirements:

RS felee QuEstions (FE) + The traveler must have a profile before hefshe can use Concur Travel, Profiles can be set-up via

Or-line Travel Reservation Tool http: ffportal tandt.comyisu, Call travel office (4-4488 or 4-1730) for the pin number.

Traveler and/or travel assistant must have an e-mail address that ends with ameslab.gov, The e-mail
address is used for the log-in and uniguely identifies if the person is traveling with Ames Laboratory or
Rental Wehicles > Iowa State University and hills the institution according to e-mail address.

If an assistant is administering travel, they must also have a profile, The traveler must also designate
them as a travel administrator.

Travel will not be booked on Concur Travel until Ames Lab Travel Worksheet has been received and
reviewed by the Travel Office,

Concur Travel is set-up to direct bill the Laboratory, Travelers may not use Concur Travel for personal |
travel.

March 15t 2011 Lodging will not he direct-hilled to the Laboratory, If traveler wants to hook a hotel wia Concur Travel, a
Measles Watch personal credit card must be given to reserve/book the room,

Personnel

Travel Policy

Travel Resources

February 11th, 2011
Mexico Robberies

Concur Travel may not be used for;

January 19th, 2011 » Persons who are not traveling for official business with ames Laboratory or Iowa State University,

Milzage Reimburzement Changes * One-way car rentals to and from the airport, Those must be booked separately through Enterprise or
through ames Lab travel office.

« For car rentals when any personal time is included with the trip, If traveler has personal time built into
the trip, the car rental must be billed to the traveler and then reimbursed by the Laboratory, Car rental

View All News arrangements can be made via Enterprise wehsite or by calling a T&T agent.

October 14th, 2010

Zanada Travel from United States

Concur Travel Training Resources:

» Training video {approx, 20 minutes)
= Quick Start Guide
ames | ah Homenana » Oyick Reference Guide st




Conclusion

» Concur Travel is not for ALL trave

» Should use caution when booking multi-leg

trips.

» $9 on-line fee. $30.50 to call T&T.

» 24-hour help desk #: $15 per cal

» May incur multiple booking fees/
handling fees due to ISU disc./air
contracts.

paggage
Ine

» If only booking car/hotel, use alternative to
Concur.




Questions?

» Frequently Asked Questions

quently Asked Questions (FAQs) | Ames Laboratory - Mozilla Firefox
wy  Bookmarks  Tools  Help

(ar | B hitp:}jues ameslsh. govjoperationstraveldighook-frequently-asked-questions-fans e B

Iperations | Ames La 150 Crline Campus Map | | Welcome : Directory T =0 Mrs. Thomas' 2nd Grade | | Ames-Gibert irl Scouts (o Coneur - click. done.

N If you h ave " | A Concur Travel Frequently Asked .. 8 | (o Travel Canker 3|+
questions, please contact
us! (4-4488) or (4-6738)
» We will make updates
to the Website often.

= Ames Laboratory 5. DesanTHENT OF
Creating Materials & Energy Solutions EN ERGY

ABOUT NEED A MATERIAL NEWS CENTER RESEARCH TECH TRANSFER CONTACT I o

"~ | concur TraVeI Frequently Asked Questions (FAQs)

View | Edit

Q — How do you get EA# when you book through Concur Travel {(formerly known as Clighook)?

& - Travelers still need to complete and submit a3 travel worksheet to the Ames Lab travel office. The travel
office reviews the travel worksheet, assigns and EA# authorizing the travel, and completes/purchases the
ticket through Concur Travel,

Q - Who is preloaded in the Concur Travel system? Can you designate more than one assistor?
A - Some employees already have profiles, but they need to be checked for accuracy. You can designate as
Foreign Travel many assistors as you choose,

Airfare and Airports

Forms Q - If you use Concur Travel on Friday and make a reservation, will it still be on file and ready to use

Frequently asked Questions (FaQs) on Monday morning?
& - Na, reservations can only be held for 24 haurs.,

On-line Travel Reservation Tool >

Personnel Q - What do we do about split costs with trips? (Partial payment from ISU and some from Ames Lab)
. & - Cligbook may not be used for this. Call Travel and Transport for help.

Rental Wehicles >

Travel Policy Q - What billing address do you use when setting up your profile?

& - Please use your home address for your own credit card. Anything that is direct-billed will autoratically
come to Ames Lab,

Q - Concur Travel has an option to ‘share a trip’. Can we use this for our spouse or anyone traveling for

personal reasons?
A - Mo, Concur Travel may not be used for any personal travel. You should call Travel and Transport if you
want to make reservations for your spouse, Concur Travel cannot be used any personal use,

Travel Resources

March tst, 2011
Measles Watch
February 11th, 2011
Mexico Robberies Q - what if I only take one trip a year? Should I set up a profile and use Concur Travel?

Januarg 19th, 2011 & = Itis your decision, You may use the Concur Travel Guest Booking tool, It may be more economical and
time effective to call Travel and Transport,

Mileage Reimbursement Changes

October 14th, 2010

Q - Will one profile work for an assistor if they are using hoth Ames Lab and [owa State funding?
Canada Travel from United States

£ - Concur Travel identifies the “hill to” by the way the profile is set up. If you travel with both Ames Lab
view All News and [owa State, you will need two (2) profiles. One profile will be with an*ameslab.gov* domain and the
other should be with “iastate edu” domain,

Q - Will Konnie see that I picked the lowest airfare? If 1 did not pick the lowest price what happens?

& - If you picked the lowest airfare the trip will hold and the system should proceed without problems. If you

do not pick the lowest airfare you will need & that in the system. There is a reason code and a space
0 g 0 iy




Thank you!!
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OF CPBIN PRESSURE, AN OXYGEN MpSK | >
WILL DROP FROM THE COMPARTMENT |3 |
ABOVE YOUR HEAD. FOR $15.00
GOU CAN ACTIVATE. 1T+
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