
How to Booking with Concur
Booking Interface

• Use the tabs to search 
for flights, hotels, or 
rental cars.

• Enter your travel details 
and select Search.

• View and manage 
upcoming reservations 
in the Upcoming Trips 
section.

• You can also begin a new 
reservation by selecting 
Plan a Trip.



How to Booking with Concur
Start Booking a Flight

• After entering your trip details, Concur displays available flight options based on 
your search criteria.

• Use the available filters to narrow your results and find the option that best meets 
your travel needs.



How to Booking with Concur
Start Booking a Flight

• Select Show Details to expand the flight results.



How to Booking with Concur
Start Booking a Flight

• Review the flight schedule, duration, aircraft information, and available fare options.
• Select the policy indicator to view why a fare is marked Out of Policy or Not Allowed.
• Review included amenities, baggage allowances, refundability, and change restrictions.
• Select Fare Details for additional information or select Select Fare to continue with the preferred 

option.
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