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 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 Uses all airlines available.



 Ames Laboratory or Iowa State travel.
 Concur is set up to direct bill airline and car Concur is set-up to direct bill airline and car 

rental.
 Personal form of payment must be used to book 

other (hotel taxi)other (hotel, taxi)
 Cannot be used for personal travel.
 Cannot be used for mixed personal and business 

traveltravel.
 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.



 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 purposesfor log-in purposes.

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

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



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





















Birthdate/Gender –
TSA Requirement







Green Reserve 
box vs. Yellow 
Reserve Box

Break a rule –
Write a
justification







You must click 
“HOLD TRIP”

Once travel worksheet is approved, Travel Office will complete 
reservation, put in EA#. Traveler will receive an e-mail notice.
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 Holding the trip reserves the seat, not the 
price.

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

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

 Car rental exception request should be p q
completed and approved by PD before trip is 
approved. 



 Trip is On Hold
 Itinerary Notice
 Approval E-mail
 Final Itinerary
 EA Information









 Concur Travel is not for ALL travel.
 Should use caution when booking multi-leg 

trips.
$9 li f $30 50 ll T&T $9 on-line fee. $30.50 to call T&T.

 24-hour help desk #: $15 per call.
 May incur multiple booking fees/baggage May incur multiple booking fees/baggage 

handling fees due to ISU disc./airline 
contracts.contracts.

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



 Frequently Asked Questions

 If you have
questions please contactquestions, please contact
us! (4-4488) or (4-6738)
 We will make updates

h W b i fto the Website often.




