
How to Booking with Concur
Finalizing Your Trip

• You will be sent to 
the Finalize 
Screen.

• Review all 
reservation 
details before 
submitting.

• You can still add a 
hotel and/or 
rental car if 
needed.



How to Booking with Concur
Adding in a car/hotel

• From the Finalize Booking screen, select 
Add Rental Car or Add Hotel.

• Complete the Add to Your Trip pop-up 
window and select Search.

• Available car rental or hotel options will be 
displayed for selection.



How to Booking with Concur
Adding in a car/hotel

• Review the available rental car options.
• Select the vehicle that best meets your travel needs to continue.



How to Booking with Concur
Adding in a car/hotel

• Review your selected rental 
car details and complete any 
required traveler information.

• Select Book and Continue to 
add the rental car reservation 
to your trip itinerary.



How to Booking with Concur
Adding in a car/hotel

• The rental car will be added to your overall trip itinerary.
• The same process applies when adding a hotel reservation.
• A personal credit card is required to reserve a hotel room.
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