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Using the wizard 

In this sample, we will use the wizard to book a flight, car, and hotel.  

Keep the following in mind - the wizard is configurable. Some of the options you see 
here may not be available to you; you may have options not shown here. 

 

Use the wizard on the Travel tab 
or on the My Concur tab (if you 
use Concur Travel & Expense). 
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Enter the departure and arrival 
cities, dates, and times. 

Choose whether to pick up the 
rental car at the airport. 
 
If you select Find a Hotel, the 
wizard expands so you can make 
the desired choices for the hotel. 
 
 
 
Make any other choices and click 
Search. 
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Depending on your configuration, you may be 
notified that there are non-stop flights but they 
don't exactly fit the times you have entered. If 
you want, you can change your search criteria 
to include the non-stop flight. 

Flight search results 

The flight search results appear. 

 

Shop by fare or schedule. 
 
Filter by stops and/or carrier. 
 

Change your search criteria, use the 
sliders for flights and price, select other 
options, filter by airport. 
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Use these tools on the Shop by Fares tab. 

 

 

 

Click show details to expand 
the flight information. 
 

Review the fare rules. 
Select or add a frequent flyer 

program. 

Check seat availability 
(depending on the airline). 

Click compare. This 
flight "floats" to the top 
so it is easy to compare 
to other selected flights. 
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Use these tools on the Shop by Schedule tab. 

 

 

On either tab, hover the mouse over the various icons to see the help text. 

Check seat availability 
(depending on the airline). 

Click more like this to 
see similar flights. 
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You can also use the matrix to filter by the number of stops and/or carrier. 

 

 

 

 

 

Select a flight. This 
flight "floats" to the top 
so it is easy to compare 
to other selected flights. 

When ready, click Reserve: 
• If the button is green, the 

rate selected is within 
policy.  

• If the button is yellow, the 
rate is outside of policy and, 
if you select it, you will be 
required to enter additional 
information.  

• If the button is red, the rate 
is outside of policy and, if 
you select it, you will be 
required to enter additional 
information. The trip will not 
be ticketed until it receives 
approval from a manager. 

Depending on your configuration, you 
may be reminded about choosing the 
lowest logical fare for your flight. 
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The wizard moves to the next step. In this case, we elected to rent a car so the rental car 
search results appear next. 

Rental car search results 

 

 

   

Filter by vendor and/or car size. 
 

Change your search criteria, select other 
booking options (like GPS or ski rack) and 
filters, use or add a mileage program. 

View images. 
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When ready, click Reserve. The wizard moves to the next step. In this case, we elected to 
reserve a hotel so the hotel search results appear next. 

Hotel search results 

 

Click more info to view 
additional information. 

Select your preferences, change your 
search criteria, use the price slider, select a 
chain, select other amenities. 
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View images. 

Click more info to view 
additional information. 
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When ready, click Reserve. The wizard moves to the next step. 

Click compare. This property 
"floats" to the top so it is easy to 
compare to other selected 
properties. 

Click choose room to view 
room details and pricing. 
 
 

Review the cancellation  
policy. 

Select or add a hotel  
program. 

Locate the property on 
the map. 
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Review the itinerary 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you click Next, complete 
the final page. 

The final itinerary appears. 

Review the information and make 
any desired changes. 
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