Booking Travel for UD Employees
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Booking Travel in Concur for UD Employees

e This guide will illustrate:
— How to book business travel in Concur for yourself

— How to book travel for another UD employee who has named you as their
Travel Arranger or Travel Assistant

* To begin, log into udel.edu/concur using your UD credentials
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COMPANY NOTES

New Travel Workflow!

The Concur Travel Request and booking workflow for the University of Delaware has been updated! Please
click Read mare to learn how to manage travel requested prior to 6/21/19 or golng forward.

Read more

MY TRIPS (0) o

You currently have no upcming tips

To book travel for yourself in Concur:
* On the left side of the Concur home page, locate the Trip Search portal.
» The default setting is “Booking for myself”.
* You will use the “Booking for myself”’ setting to arrange your own
travel in Concur.
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University of Delaware Travelers
Welcome to World Travel

To contact your designated agent team, call:

855.215-8312

Outside the US, call: 484-615-1968 to contact

your designated agent team
Email: UDTravel@worldtravelinc.com

Concur (World Travel) online travel support:

800-221-4730
Email: onlinehelp@worldtravelinc.com

Hours: Monday-Friday 8:00 am — 8:00 pm
Eastern Time

Mixed Flight/Train Search

Round Trip One Way Nutti City
From g
PHL - Philadelphia Intl Airport - Philadelphia, PA
Find an airport | Select multiple arports
To@
Find an airport | Select multiple arports
Show Wore

Profile ~ -

Margot Elizabeth McCabe Martin

Profile Settings | Sign Out

+ 00 0

New Required Author
Approvals Req

x Acting as other user @

click Read more to learn how to manage travel requested|

Read more

m Open Reports -

07/08 Goods & Services Test

MY TASKS

m Required Approvals —» m Available Expenses—

07/09 UD VISITORS LOT KIOSK
$4.00

Great! You currently have no approvals

07/02 Concur Travel Example
$1.509.45

To book travel for another UD employee as a Travel Arranger or Assistant:
» Select “Act on behalf of another user”, then select them in the “Choose a
user’” menu.
* On the left side of the Concur home page, locate the Trip Search portal.
» The default setting is “Booking for myself”.
* You will use the “Booking for myself” setting to arrange their travel
when you are acting on behalf of them in Concur.
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University of Delaware Travelers
Welcome to World Travel

To contact your designated agent team, call: New Travel Workflow!
855-215-8312
Outside the US, call: 484-§15-1968 to contact The Concur Travel Request and booking workflow for the University of Delaware has been updated! Please
your designated agent team click Read more to learn how to manage travel requested prior to 6/21/19 or going forward.

Email: UDTravel@worldtravelinc.com

Concur (World Travel) online travel support:

800-221-4730 Read more
Email: onlinehelp@worldtravelinc.com MY TRIPS (0) >
Hours: Monday-Friday 8:00 am - 8:00 pm
Eastern Time You currently have no upcoming trips.
Mixed Flight/Train Search
Round Trip One Way Muilti City
e C————
Philadelphia, PA - Philadelphia Intl Airport
BNA - Nashville Airport - Nashville, TN
Find an aiport | Select muttiple airports . . .
oepart @ » Complete the search information for your trip.
[ 12/19/2019 || depart ¥ || 00:00am ¥ |[z4 ¥ e ° CliCk “SearCh"
Return @ *
R onot2020 | depar v [osonom v [[=¢ v | ¥ * Note: Concur offers a mixed Flight/Rail search.
LD D10 Ol 21 21 2 e » While your search may return rail results in addition to flight results,
it is not recommended to book domestic rail through Concur.
ety s+ scrtue + « Instead, go directly to Amtrak.com to book domestic rail travel.

¥ Specify a carrier @
United* v
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https://www.amtrak.com/home.html

.., Booking for myself | Book for a guest
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University of Delaware Travelers
Welcome to World Travel

To contact your designated agent team, call:
866-215-8312
Outside the US, call: 484-615-1968 to contact
your designated agent team
Email: UDTravel@worldtravelinc.com

Concur (World Travel) online travel support:
800-221-4730
Email: onlinehelp@worldtravelinc.com

Hours: Monday-Friday 8:00 am - 8:00 pm
Eastern Time

Mixed Flight/Train Search

Round Trip One Way Multi City

From @
Philadelphia, PA - Philadelphia Intl Airport
Find an aipart | Saect muliple arports
To@
BNA - Nashville Airport - Nashville, TN
ari | Selact muliple airports

American Airlines
#1782

Depari @
[ 121192019

24 hour range | am

L
Z00am

Retum @
[T 01/01/2020 || depart v || 05:00pm v |24 ¥

24 hour range
o

L
Z00am

Pick-up/Drop-off car at airport
Find a Hotel

Class @ Search by
Economy class ¥ || Schedule v

@ As a University of Delaware employee., you are eligible for a free Triplt Pro subscription. [Pl E s o Nt right now

0 You haven't signed up to receive e-receipts.@ Sign up here

COMPANY NOTES

New Travel Workflow!

The Concur Travel Request and booking workflow for the University of Delaware has been updated! Please
click Read more to learn how to manage travel requested prior to 6/21/19 or going forward.

Read more

MY TRIPS (0) >

‘You currently have no upceming trips.

Note: If you wish to view any non-stop flights prior to viewing all of your

search results, click the down arrow/carat.
Hover over any green bar to view the flight information for any non-stop

flights available during your travel time range.
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Profile ~ -

Travel Trip Library Templates Tools

Welcome to Concur!

We need a little more information to start booking your trip. Please take a moment to fill out the following fields and click Next.

Thank you.
Travel Type [Required] Trip Purpose [Required]
— STAFF/GRAD STUDENT ~| | CONFERENCE PROFESSIONAL DEVELOP ~

» Choose the Traveler Type and Trip Purpose from the dropdown menus.
» Click “Next”.

Coem —




Help ~
SAP Concur Travel | App Center o

Profile ~

Travel  Trplibrary ~ Templates  Tools

PHILADELPHIA, PA TO NASHVILLE, TN Show as | USD-|v
Trip Summary THU, DEC 19 - WED, JAN 1
‘fg Select Flights or Trains Hide matrix  Print / Email
Round Trip | ] Mo A jetBiue
Al United Southwest American Delta JetBlue
PHL - BNA 49 results Airlines
Depart: Thu, 12/19/2019 h
Retumn: Wed, 01/01/2020
Nonstop - 2 results 2 results - -
4 results I T
Select a Hotel R "
emove stop 5 results 6 results 19 results 13 results 2 results
Nights: 13 45 results
schermerhern >
>
Check-in: Thu, 12/19/2019 Shop by Fares Shop by Schedule
Check-out: Wed, 01/01/2020
LIVE HELP
Depart Return ‘ online
Philadelphia, PA - Thu, Dec 19
Change Search - Q Sorted By: | Stops ” Displaying: 5 out of 49 results. @
Depart - Thu, Dec 19 ~
g
® Y 06:37a PHL 07:00a ORD  Nonstop Economy
Depart 05:05 A- 1250 P ® United’ C—
[ ® 07:45a ORD -~ 09:14a BNA  Nonstop Economy

R e " United 4774 operated by TRANS STATES ARLINES DBA UNTED EXPRESS

Display Settings ~

* You will first select your flights.
* You can shop flights by fares or by schedule.

U7 Hige Propeler Planes

frreier " @ u ¢ You canview a summary of flights that match your search requirements

2 e in the matrix at the top of the screen.

* You can select results from the matrix at the top of the page to filter
your search and you can also sort your results by various criteria.

Connecting Mrport Fiters e 10:20a PHL > 11:48a ORD  Nonstop Economy -




SAP Concur

Travel

Travel Trip Library Templates

Trip Summary

45) Select Flights or Trains
Round Trip

PHL - BNA
Depart: Thu, 12/19/2019
Retum: Wed, 01/01/2020

Select a Hotel

Remove
Nights: 13
schermerhor symphony hall

Check-in- Thu, 12/19/2019
Check-out: Wed, 01/01/2020

App Center

Tools

PHILADELPHIA, PA TO NASHVILLE, TN
THU, DEC 19 - WED, JAN 1

Hide matrix  Print / Email

Profile ~ -

Help ~

Show as | USD - |v

Change Search v

Depart - Thu, Dec 19 ~

[ ] L ]
Depart 05:05 A - 12:50 P

[ ] L ]

Arrive 06:45 A - 05:40 P

Display Settings ~

[ tige Propelier Pianes.

Airport Filters ~

Departure
PHL - Philadelphia, PA

Arrival
BNA - Nashvile, TH

Connecting Airport Filters v

[ Y A jetBlue
Al ‘ United Southwest American Delta JetBlue
49 results Airlines
EJGE”T‘IQE results 2 results - -
5 results 6 results 19 results 13 results 2 results
Shop by Fares Shop by Schedule
LIVE HELP
Depart  Refun onling | | <—————
4T e
Note:
» If you have questions while booking travel, you may call UD’s
3 umd  designated World Travel agent team at 855-215-8312.
e You may also engage an agent for help via chat by clicking the “Live
Help Online” button.
e There is no fee associated with using these methods of contact to ask
questions, however, if the World Travel agent books your travel for you,
@ Unitg the $30 agent booking fee will apply.
4h 59m / United 2409, United 3761 - View seats
Airbus Industrie A320-100/200, Canadair Regional Jet {Apollo)
10:20a PHL 11:49a ORD  Nonstop Economy °




@‘n Select Flights or Trains

Round Trip

PHL - BNA
Depart: Thu, 12/13/2019
Return: Wed, 01/01/2020

Select a Hotel
Nights: 13
schermerhorn symphony hall

Check-in: Thu, 12/19/2019
Check-out: Wed, 01/01/2020

Remove

Hide matrix  Print / Email
Al United
46 results
Nonstop o
4 results
asults

Shop by Fares

Change Search

Return - Wed, Jan 1

L ]
Depart 01:25F-07:02P
L ]

Arrive 05:40 P- 12:20 A

Display Settings

[ Hide Propeler Planes

Airport Filters
Departure
BNA - Nashville, TN

Arrival
PHL - Phiadelphia, P&

DEPART
B United’
> Retum

Nashville, TN - Wed, Jan 1

Connecting Airport Filters

B United'

B United’

A S = * A etBue
American Southwest Multiple Delta JetBlue
Airlines
3 result 1 results — - -

3 results 3 results 10 results 5 results 1 results

— 1 results — —

Shop by Schedule

LIVE HELP
online

X Thu, Dec 19 — Philadelphia, PA to Nashville, TN /45m layover in Chicago, IL

9
05:37a PHL 07:00a ORD  Nonstop Economy
07:45a ORD — 09:14a BNA  Nonstop Economy
United erated by TRANS STATES AIRLINES DBA UNITED EXPRESS

4 hours 37 minutes / United 2016, United 4774 - View seats
Boeing 737-700, Embraer RJ135/140/145 (Apollo)

* You can view available seats before selecting your flights.
» Once you have selected your departing flight, it will be listed at the
top of your flight results.
* Your return flight result will be listed beneath it.
e Select your return flight.
04:55p BNA 06:38p ORD  Nonstop Economy
09:05p ORD € 12:02a PHL  Nonstop Economy

United 5822 operated by SIC

04:50p BNA

VEST DBA UNITED EXPRESS

6h 7m / United 5822, United 640 - Vi
TW, Airbus Industrie A320-100/200 (A

06:56p IAH Nonstop Economy




SAP Concur Travel
Travel Trip Library Templates
Trip Summary

4g) select Flights or Trains

App Center

Tools

PHILADELPHIA, PATO NASHVILLE, TN

THU, DEC 19 - WED, JAN 1

Hide matrix  Print / Email

,

—)- | (hange Search

Help «

Profile = &

Show as | USD - [v

Round Trip 8 [ ] N A eton

TLEM Al - American Southwest United Delta JetBlue

Depart: Thu, 12/19/2019 D Airlines

Return: Wed, 01/01/2020 Nonstop ) ) )

Select a Hotel Remove S ;:

- ) ) ) )

Check-out: Wed, 01/01/2020 @ results result

P Selected Fare
Remove x “Gem—
05:37a PHL 09:14a BNA 1 stop ORD 4h 37m
~ ol 04:55p BNA € 12:02a PHL 1 stop ORD 6h 07m &
Depart - Thu, Dec 19 ~ un ITED EXPRESS
L L Show al Gefals +  <(m—
S e — . During thfa fIi.ght selection process, you may also change your
Return - Wed, Jan 1 - search criteria as needed
D i D » Once you have chosen your flights, your Selected Fare will display
— at the top of your results.
3 wiea | * Ifyou decide that you don’t want that flight combination, you may
o B select “Remove” and continue to shop for flights from your results
v e list.

Dislay Settings - » There is also an option to “Show all flight details”
[ tige Hon_refundable Fares 05:37a PHL 09:14a BNA 1 stop ORD 4h 37m




Help -

SAP Concur [C] | Trael  App Center o
Profile = -

Travel Trip Library Templates Tools

PHILADELPHIA, PATO NASHVILLE, TN Show as | USD- |
Trip Summary THU, DEC 19 - WED, JAN 1
‘t‘g Select Flights or Trains Hide matrix  Print / Email
Round Trip o [ = | A etBie
PHL - BNA American Southwest United Delta JetBlue
Depart- Thu, 12/19/2019 : « S ) o
Relu Wed, 011912020 R * If you have chosen to “Show all details”, you can click “Hide
3 results 1 ” 3 H H ” H H
selctabotel 1 S 1 details” or “Hide all details” to collapse the information.
emove
1 st 2 -
et 13 n e | * When you have decided on a Selected Fare, click the blue button
schermerhorn symphony hall - - “ . . ”
Checin T 12192016 2 stops with the fare on it to proceed to the “Review and Reserve Flight
Check-out: Wed, 01/01/2020 8 resuts
screen
i Fare
Remove X
05:37a PHL 09:14a BNA 1 stop ORD 4h 37m ——
R United'? FANll  s574.00
Change Search ~ 04:55p BNA € 12:02a PHL 1 stop ORD 6h 07m
Depart - Thu, Dec 19 ~
C——
[ ] L J Hide all datails ~
Depart 05:05A-12:50 P
L L) C——
Arrive D645 A - 05:40 P DEPART X Thu, Dec 19 - Philadelphia, PA to Nashville, TN /45m layover in Chicago, IL Hide details ~
Return - Wed, Jan 1 ~ Thu, Dec 19 05:37aPHL - 07:00a ORD 2n23m  United 2016 View seats
Boeing 737-700
L J L J
Depart 0125P-07:02P Layover in Chicago, IL 45m Chicago O'Hare Intl Airport
® L ]
Arrive 0540 P- 12:20 A 07:45a ORD 09:14a BNA 1h 29m United 4774 View seats
Embraer RJ135/140M45
Price A~ Operated by TRANS STATES AIRLINES DBA UNITED EXPRESS
L ] RETURN % Wed, Jan 1 — Nashville, TN to Philadelphia, PA { 2h 27m layover in Chicago, IL Hide details ~
Price 5244 60 - $799.56
Wed, Jan1  04:55p BNA - 06:38p ORD 1h43m  United 5822 View seats
Display Settings A E7TW
O e No_re fundabie Fares Operated by SKYWEST DBA UNITED EXPRESS




Help ~
SAP Concur Travel App Center

Profile + &

Travel Trip Library Templates Tools

: Review and Reserve Flight
Trip Summary

) REVIEW FLIGHTS - qr——
Flights Selected
Round Trip DEPART X Thu, Dec 19 — Philadelphia, PA to Nashuille, TN / 45m layover in Chicago, IL Hide details ~
PHL - BNA
Depart: Thu, 12/19/2019 Thu, Dec 19 05:37a PHL 07:00a ORD 2h 23m United 2016

Return: Wed, 01/01/2020 Boeing 737-700

Select a Hotel remove | The upper half of the page will display your flight details and will ask

Nights: 13

you to review your traveler information for accuracy

Check-in: Thu, 12/19/2019
Check-out: Wed, 01/01/2020

Operated by TRANS STATES AIRLINES DBA UNITED EXPRESS

RETURN ¥ Wed, Jan 1 — Nashville, TN to Philadelphia, PA / 2h 27m layover in Chicago, IL

Hide details ~
Wed, Jan 1 04:55p BNA 06:38p ORD 1h 43m United 5822
ETW
Operated by SKYWEST DBA UNITED EXPRESS
Layover in Chicago, IL 2h 27m Chicago O'Hare Intl Airport
09:05p ORD € 12:02a PHL 1h 57m United 640
Lands Thu, Jan 2 Airbus Industrie A320-100/200
ENTER TRAVELER INFORMATION
Ensure all traveler information below is correct. @ C——
Primary Traveler Edit | Review all

Name: William Demo2 Never Phone: 800-221-4730 | nrisso@worldtravelinc.com |~

Frequent Flyer Programs Add a Program
For United

No Program selected |+




— SELECT SEATS

Select your preferred seats, otherwise Concur will request them for you based on your Profile.

flight Seat

UA 2016 Economy Flexible (U) Select a seat
UA 4774 Economy Flexible (U) Select a seat
UA 5822 Economy (S) Select a seat
UA 640 Economy (S) Select a seat

REVIEWPRICE SUNMARY | = Onthe lower half of the screen, you can:
Airfare 549116 3828 » Select your seats
Total Estimared « Review your flight price
e Verify your payment information
—p  SELECT AMETHOD OF PAYM e Be sure to read any notifications, restrictions and policies
s ens| @ Click “Reserve Flight and Continue”

* Indicates credit card is a company card

& This is a Non-Refundable Ticket

s holding NON-REFUNDA

e intended (original) departure day, or tickets wil

be void and have NO value for future us: € rules apply to DOMESTIC ticketing only.

By completing this booking, you agree to the fare rules and restrictions and hazardous goods policy.

G ——
m Reserve Flight and Continue




Help =
SAP Concur @ Travel App Center 0
Profile = -

Travel Trip Library Templates Tools

- Hotel Per Diem Locations
rip Summary

@ Flights Reserved

Round Trip

Search for Locations near:

Country (Select 2 Country to get & list of iocations or States)

PHL - BNA United States of America (US) v
Depart: Thu, 12/19/2019
Return: Wed, 01/01/2020 State/Province @
Tennessee (TN) ~
@ Select a Hotel Location

T — Nashville — Davidson County ~

1 Symphony PI, Nashville, TN 37201, USA

Check-in: Thu, 12/19/2019 Lodging Rate Meals Rate Incidentals Rate

Check-out: Vijgd _04/01/2020 >
179 556 $5

If you opted to book a hotel as well, you will now begin your hotel search.

e The first screen in your hotel search is the “Hotel Per Diem Locations” screen.

» When you enter your location, Concur will generate the GSA per diem rates for lodging and meals

» The lodging rate will provide a guideline to determine a reasonable rate for a standard room rate in your destination location.
e Some programs and grants may require you to stay within this rate

» You can take note of the Meals and Incidentals rates to estimate what your personal meal allowance will be for your trip

» You will calculate your exact meal allowance after you travel to account for any provided meals and travel day reductions.
» Click “Next”

Please choose the per diem location for your hotel

= Cancel Trip




SAP Concur Travel | App Center

Help ~

Profile ~ &

Travel Trip Library Templates Tools

Trip Summary

@ Flights Reserved
Round Trip.

PHL - BNA
Depart: Thu, 12/19/2019
Retumn: Wed, 01/01/2020

Select a Hotel

Hights: 13
1 Symphony Pl, Nashville, Th 37201, USA

Checkin: Thu, 12/19/2019
Check-out: Wed, 01/01/2020

Total Estimated Cost ~
usb

G 574.00
UsD

Total 574.00

Change Search ~

Check-in Date  Check-out Date

7 12192019 || [E] 010172020 |
Search within |5 | mies from
O Airmort O address

(O company Location (@) Reference Paint / Zip Code

Reference Point/ Zip Code
(e.g. ‘Statue of Liberty’ '90210" ar ‘Alexandria, VA)

1 Sympheny PI, Nashville, TN 37201, USA

[ with names containing:

Search

LIVE HELP
onling

CHECK-IN THU, DEC 19 - CHECK-OUT WED, JAN 1 Show as | USD- |~

y Preferred Accommodation

Hide Map Print { Email ' Con

E Road

JSH NEIGHBORHOOD CLUE: M2 %

WATKINS PARK

o: : —,

(o)

e Your hotel results wiII be delivered as pins on a map as well as in list form.
e The lodging per diem rate is listed under the map for reference.
e You can search for specmc hotels and sort your results by various criteria.

ity T et T

A Gematery. SOUTHSIDE
b Bing 1THY %15 HERE. @ 201 Microsott Corperation Terms.

— Lodging Per Diem limit for Nashville — Davidson County: $179.00

out of 100 results

Q Sorted By Distance -
1234 Next | All

1. Hilton Nashville Downtown
121 4th Avenue South, Nashville, TN 37201  Mapiit o Not Allowed

§0.07 miles

Hatel details | View details

2. Omni Nashville Hotel $427

260 Fifth Avenue South, Nashville, TN 37203  Mapit
o




Change Search ~
— Lodging Per Diem limit for Nashville - Davidson County: $179.00

Check-in Date  Check-out Date

[ 1271912019 || E 01/01/2020 Displaying: 100 out of 100 results
Q, |Sorted By:  Price - Low to High ~ i
Previous 1234 Next | All
Search within |5 miles from
O airport Oaddress

O company Location (®)Reference Paint / Zip Code

Reference Point / Zip Code.

» If needed, you can modify your original search parameters on the left side
ooy et morzrv3n of the page.
[ wennames conane: * You can also refine your search results by adjusting the search filters

2. Cambria hotel/suites Nashville D town $190
118 8th Avenue South, Nashville, TN 37203 Map it
0
70.32 miles
' Price A
Hotel details
e
$169 - 5939 )
3. Holston House Nashville $197
Display Setti ~ 118 7th Avenue N, Nashville, TN 37203 Map it
—— r—— 9099 miles
e Sold Oul
Hotel details
' Property Brand A
O &z @ smEnT 4. Residence Inn by Marriott Downtown $209
Wcressi ~ 410 5th Ave South, Nashville, TN 37203 Map it o -
otets (1) View Rooms
(Al Hotels (1) 025 miles

ascena (1)
[Autograph (1) Hotel details
[Best Value Inns (1)

Best Wests 5) N "
E_“. ester (5} v 5. Renaissance Nashville $219

Check All | Raset 611 Commerce St. Nashville, TN 37203 Map it o

Y ¥0.28 miles
—) | Amenities ~
Hotel details
[IBreakfast (54) ~
[IBroadband Internet (97) . . .
[susiness center (81) = 6. Hampton Inn & Suites Nashville Downtown $239
consenton cener ) [E g 310 4th Avenue South, Nashvlle, TN 37201 Map it P -
onvention center (0)
View Rooms
[Jory cleaning (73) == G015 miles
[JFitness center (81)
v

A i Hotel details
Amenities may change over time and

without notice. Not all accommodations have

provided their amenities list. IEESE 7 Hyatt Place Nashville Downtown $256




Change Search ~

Check-in Date  Check-out Date
[ 1271912019 || E 01/01/2020
Search within |5 miles from
O airport Oaddress

O company Location (®)Reference Paint / Zip Code

|

Lodging Per Diem limit for Nashville —

Q, |Sorted By:  Price - Low to High

1. Courtyard by Marriott Nashville Downtown

Davidson County: $179.00

Displaying: 100 aut of 100 results

Previous 1234 Next | All

$169

When you find a hotel and r

ate that meets your needs, click “View Rooms”

View Rooms

[ with names containing:

Hotel details
2. Cambria hotelisuites Nashville D e $190
118 Bth Avenue South, Nashville, TN 37203 Map it
0
§0.32 miles
Price A
Hotel details
e
$169 - 5939 )
3. Holston House Nashville $197
Display Setti ~ 118 7th Avenue N, Nashville, TN 37203 Map it
W ST §0.29 miles
Hotel details
Property Brand A
O &z @ smEnT 4. Residence Inn by Marriott Downtown $209
~ 410 5th Ave South, Nashville, TN 37203 Map it
(Al Hotels (1) 025 miles
ascena (1)
[Autograph (1) Hotel details
[Best Value Inns (1)
EB“‘W“‘”" & . 5. Renaissance Nashville $219
S 611 Commerce St, Nashville, TN 37203 Map it
Check All | Reset
i 0
¥ §0.28 miles
Amenities ~
Hotel details
[IBreakfast (54) )
[IBroadband Internet (97) . )
W= eI 6. Hampton Inn & Suites Nashville Downtown $239
. 5 — 310 4th Avenue South. Nashville, TN 37201 Map it o -
onvention center (0)
View Rooms
[Jory cleaning (73) G015 miles
[JFitness center (81)
v
Mmmm e i Hotel details
Amenities may change over time and
without notice. Not all accommodations have
provided their amenities list. H 7. Hyatt Place Nashville Downtown $256




Q airport O address
(O company Location @) Reference Point / Zip Code

Reference Point / Zip Code
(e.g. ‘Statue of Liberty, '90210" or 'Alexandria, VA)

1 Symphony Pl, Nashville, TN 37201, USA

1. Courtyard by Marriott Nashville Downtown
170 4th Ave M, Nashville, TN 37219 Map it

029 miles

$169

Hide Rooms

Select the room that you would like to book and click the blue rate button to
proceed to the “Review and Reserve Hotel” page.

Hotel details

I I

Price A
e

5189 - 5939
Display Settings ~

[] Hide Sold Out

Property Brand ~

@ chain  (O) Superchain

[ClAc Hote's (1)
[Jaloft Hotels (1)
[Jascend (1)

[ Autograph (1)
[gest Value Inns (1)
[]Best western (5)

R e e
Check All | Reset

Amenities ~

[]Breakfast (64)
[ Broadband internet (97)
[ausiness center (1)
Convention center (0)
[ory cleaning (73)
[Fitness center (81}
Amenities may change over time and
without notice. Mot all accommodations have
provided their amenities list.

Rules and cancellation policy

Room And Breakfast Rate, Includes Breakfast For 1 Guest, Guest Room, 2 Double (Apolio)
Rules and cancellation policy

Regular Rate, Guest Room, 1 King (Apollo)
Rules and cancellation policy

Regular Rate, Extended Double-double, Larger Guest Room, 2 Double (Apollo)
Rules and cancellation policy

Room And Breakfast Rate, Includes Breakfast For 1 Guest, Guest Room, 1 King (Apollo)
Rules and cancellation palicy

Regular Rate, Extended King, Larger Guest Room, 1 King, Sofa Bed (Apollo)
Rules and cancellatinn nalicy

2. Cambria hotel/suites Nashville Downtown
118 Bth Avenue South, Nashville, TN 37203 Map it

9032 miles

3. Holston House Nashville
118 Tth Avenue N, Mashville, TN 37203 Map it

9029 miles

4. Residence Inn by Marriott Downtown
410 5th Ave South, Mashville, TN 37203 Map it

§0.25 miles

5. Renaissance Nashville
611 Commerce St, Nashville, TN 37203 Map it

$190
0

Hotel details

$197
0

Hotel details

$209
0

Hotel details

$219

o e




Travel  Tiplibary ~ Templates  Tools

) Review and Reserve Hotel
Trip Summary

© Fights Reserved REVIEW HOTEL ROOM =G

Courtyard by Marriott Nashville Downtown

R Regular Rate, Guest Room, 1 King

PHL - BNA 13 Nights | 1 Guest™

Depart: Thu, 12/19/2019

Return: Wed, 01/01/2020 Check-in Check-out Address Phone
Thursday, December 19, 2019 Wednesday, January 01, 2020 170 4th Ave N 615-256-0900

Nashville, Tennessee 37219
@ Hotel Selected United States

Nights: 13 *We reserve every hotel room for 1 quest only, regardless of the number of actual travelers sharing the room. The primary travelers name s attached to the reservation for hotel

1 Symphony Pl, Nashville, TN 37201, USA cheekn

Check-in- Thu, 12/19/2019

e red. 010112020 PROVIDE HOTEL ROOM PREFERENCES e
Your preferences and comments will be passed ta the hotel.

Comments (30 character max)

[ Request foam pilows [ Request rolaway bed [] Request crio

ENTER HOTEL GUEST INFORMATION = <G——
° The upper ha|f Of the page W|” Ensure the name below matches the | D shown an the day of check-in @

display your room details and will ask | HotelGuest 30 e
- Name: William Demo2 Never Phone: 800-221-4730 | nrisso@uworldtravelinc.com |+
you to review your hotel guest

information for accuracy. Hotel Program Ads a Program
+ You can also provide any room e
preferences. They are not REVIEW PRICE SUMMARY e
A A Description Nightly rate Dates Total
guaranteed' bUt the_y WI” [_)e prOVIded Cnurty:rd by Marriott Nashville Downtown ’ SBWYEH,UU Dec 19 - Dec 20 $189.00
to the hotel for consideration when 00 Dek g S0
booking your room. $000  DacrsOmer a0
$219.00 Dec 29 - Dec 30 $219.00
$389.00 Dec 30 - Jan 01 $778.00

Total Estimated Cost: $3,167.00*
Total Due Now: $0.00™

* May not include taxes or additional fees.
= Remaining amount due at hotel location.




e On the lower half of the screen, verify your payment information

e Be sure to read any rate details, rules, and cancellation policies

« Check the box to agree to the rate, rules, restrictions, and cancellation policy
» Click “Reserve Hotel and Continue”

SELECT A METHOD OF PAYMENT

The credit card you select will be held to confirm your reservation. You will not be charged in full until your hotel stay.

Test Visa (...111) [« |@ Edit | Add credit card

= Ingicates credit card is a company card

ACCEPT RATE DETAILS AND CANCELLATION POLICY

» Please review the rate details and cancellation policy provided by the hotel.
>

Courtyard by Marriott Nashville Downtown =

Please review the rate rules and restrictions before continuing
The hotel provided the following information:

TOTAL RATE: 3682 47 USD
EXTRA PERSON: ROLLAWAY - 10.00 USD PER ROOM PER NIGHT
RATE CHANGES OVER DURATION OF STAY

— [] I agree to the hotels rate rules, restrictions, and canceliation policy.

Reserve Hotel and Continue [ S )




Help ~

SAP Concur Travel App Center °
Profile ~ -

Travel Trip Library Templates

Trip Summary

@ Finalize Trip

Review Travel Details
Enter Trip Information
Submit Trip Confirmation

Tools
Travel Details -t

TRIP OVERVIEW

| want to... Trip Name: Trip from Philadelphia to Nashville (ciy Add to your Itinerary C—
Print tingrary .
Far— Start Date: December 18, 2019 @ car @ Hoted

End Date: January 02, 2020

Created: July 24, 2019, William Never (Modified: July 24, 2019) Booked outside Concur? Enter your trip

manually, CONNect with Tripit, or send your

Description: (No Description Available)
itinerary to plans@concur.com.

Travel Type: STAFF/GRAD STUDENT

Trip Purpose: CONFERENCE PROFESSIONAL DEVELOP
Agency Record Locator: P44K9G

Passengers: William Demo Never

Total Estimated Cost: 54,256.47 USD (Detais

0 Airfare must be ticketed by: 07/25/2019 11:00 PM Eastern

Change frequent fiver program

RESERVATIONS

Thursday, December 19, 2019

Flight  Philadelphia, PA (PHL) to Chicago, IL (ORD) Change | Gancel oy | <em—

United 2016

Departure: 05:37 AM Confirmation: P17CL2 Seat: 27F (confirmed)
Philadelphia Infl Airport (PHL) Status: Confirmed Change seat

Terminal

Duration: 2 hours, 23 minutes
Nonstop

On the Travel Details page, you have the opportunity to review all of your

itinerary details (flight, hotel, etc.).

You can make changes and edits on this page, if needed.

45 min layover at Chicago OHare Intf Airport (ORD)

Flight  Chicago, IL (ORD) to Nashville, TN (BNA)




@  21r 27 min layover at Chicage O'Hare Intl Airport (ORD)

Flight Chicago, IL (ORD) to Philadelphia, PA (PHL)
United 640 =

o This flight leaves on Jan 1 and arrives on Jan 2.

. . Departure: 09:05 PM Confirmation: P17CL2 Seat: 27A (confirmed)
e Please take n0t|ce Of the messag”’]g on _[;,:rl;ﬂmg;lﬁ‘Hare\nﬂA\rpnrt(DRD} Status: Confirmed Change seat
the lower half of the page: Duratr: 1 hour, 57 minutes
» Travel is only reserved at this point Arrival: 12:02 AM
. Philadelphia Intl Airport (PHL)
and will be cancelled (by the T
airline) if not booked within 24 AditionalDetails
Aircraft: Airbus A320 Distance: 676 miles.
hours. E-Ticket
Cabin: Economy (S} Meal: Meal at Cost

* Note: Some airlines/hotels are
instant purchases (i.e.Southwest).

f you cancel the trip at ths point,

o Add to your Itinerary

you will need to contact the vendor A View Fars Rules
directly to seek reimbursement. e nareess — iU
¢ Click “Next” to proceed to the Trip Hotet ' 5366247 USD
BOOking Information page 'I'TI‘::(:{IIEE'IS"IIIJ%E'I!E\?EGI'OIS;:SUED. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED u?«ilﬁfﬂcﬁ[}s ARE ISSUED. e

If you close at this point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has deposit required will not be

—_— e

cancelled.




Travel Trip Library Templates

Trip Summary

@ Finalize Trip

~ Review Travel Details
Enter Trip Information
Submit Trip Confirmation

Help ~
SAP Concur E Travel App Center .

Profile ~ -

Tools

Trip Booking Information

The trip name and description are for your record keeping convenience. If you have any special requests for the travel agent, please enter them info the agent comments section

Trip Name Trip Description (cptional)
This wil appear in your upcoming trip list Used to identify the trip purpose

Trip from Philadelphia to Nashville

‘Comments for the Travel Agent (optional) —

Special Requests may incur a higher service fee, Send a copy of the confirmation to: @

The information fields on this screen are
optional, but can be used to add
additional trip details.

Travel is still only reserved at this point.
Note: If you enter information in the
“Comments for the Travel Agent” box, it
will prompt a World Travel Agent to take
action and a fee will be incurred.

Click “Next” to proceed to the Trip
Confirmation page

Send my email confirmation as
@HTML OPlain-text

With my email confirmation...

Do not include directions to hotels with email |

' Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.




SAP Concur Travel

Travel Trip Library Templates

Trip Summary

@ Finalize Trip

+~ Enter Trip Information
Submit Trip Confirmation

App Center

Travel still just reserved at this point,
and this is one last chance to review
your travel plans prior to
booking/purchasing.

Help ~

Profile &

Tools

Trip Confirmation

To COMPLETE BOOKING, please press the "Purchase Ticket” Buttan after reviewing this page.
To CANCEL, press the Cancel button

TRIP OVERVIEW

Trip Name: Trip from Philadelphia to Nashville

Start Date: December 19, 2019

End Date: January 02, 2020

Created: July 24, 2018, William Never (Modified: July 24, 2019)
Description: {No Description Available)

Travel Type: STAFF/GRAD STUDENT

Trip Purpose: CONFERENCE PROFESSIONAL DEVELOP
Agency Record Locator: P44K3G

Passengers: Wiliam Dema Never

Total Estimated Cost: $4,256.47 USD
0 Airfare must be ticketed by: 07/25/2019 11:00 PM Eastern

Activate Triplt to see your plans and stay one step ahead while traveling.
Agency Name: Waorld Travel Inc (University of Delaware)

RESERVATIONS

Thursday, December 19, 2019
e Flight  Philadelphia, PA (PHL) to Chicago, IL (ORD)

United 2016

Confirmation: P17CL2

Status: Confirmed

Departure: 05:37 AM
Philadelphia Intl Airport (PHL)
Terminal

Seat: 27F (confirmed) ‘

Duratien: 2 hours, 23 minutes.
Nonstop

Arrival: 07:00 AM
Chicago O'Hare Intl Airport (ORD)
Terminal

Additional Details
Aircraft: Boeing 737-700
E-Ticket

Cabin: Economy (U}

Distance: 676 miles

Meal Meal at Cost




E-Ticket
Cabin: Economy (5)

@ 2nr 27 minlayover at Chicago O'Hare Intf Airport (ORD)

Flight Chicago, IL (ORD) to Philadelphia, PA (PHL)
United 640

o This flight leaves on Jan 1 and arrives on Jan 2.

Departure: 09:05 PM Confirmation: P17CL2 Seat: 27A (confirmed)
Chicago O'Hare Intl Airport (ORD) Status: Confirmed
Terminal: 1

Duration: 1 hour, 57 minutes
Henstop

Arrival: 12:02 AM
Philadelphia Intl Airport (PHL}

After you have reviewed your trip
details, confirm your itinerary by clicking oo
“PurChase TICket" E;Tlllcnkeécunumytsi Meal: Meal at Cost

Air View Fare Rules
Airfare quoted amount: $491.16 USD
Taxes and fees: $82.84 USD
Air Total Price: $574.00 USD
Hotel: $3,682.47 USD
Total Estimated Cost: $4,256.47 USD

TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

Almost done... Please confirm this itineral




Help ~

SAP Concur @ Travel App Center )
Profile ~ -

Travel  Tiplibrary ~ Templates  Taols

Finished! g ——

You have successfully booked your trip!

Trip Record Locator : P44K9G

This itinerary violates one or more rules. The broken rules have been logged.

Your itinerary has been saved. World Travel Inc (University of Delaware) will service your itinerary.
Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice.
Airfare must be ticketed by: 07/25/2019 11:00 pm Eastern

Travel Contact Information
B00AM - B00PM:

TraVEl has been Successfu”y booked For travel assistance during normal business hours, please contact 855-215-8312. Outside of the US please call 484-615-1968. For online

assistance, please contact World Travel at 855-215-8312 between the hours of 8 a.m. to 8 p.m. or at onlinehelp@worldtravelinc.com.

when you see the “Finished!” page. S01PM

For travel assistance after normal business hours, please contact 855-215-8312. Qutside of the US please call 484-615-1968. For online
i , please contact World Travel at 855-215.8312 between the hours of 8 a.m. to 8 p.m. or at onlinehelp@worldtravelinc.com.

TRIP OVERVIEW
NIVERSITYor
EIAWARE.

Trip Name: Trip from Philadelphia to Nashville

Start Date: December 19, 2019

End Date: January 02, 2020

Created: July 24, 2019, William Never (Modified: July 24, 2018)
Description: (No Description Available)

Travel Type: STAFF/GRAD STUDENT

Trip Purpose: CONFERENCE PROFESSIONAL DEVELOP
Agency Record Locator: P44K9G

Passengers: William Demo Never

Total Estimated Cost: $4,256.47 USD

Activate Triplt to see your plans and stay one step ahead while traveling.

Agency Name: World Travel Inc (University of Delaware)

RESERVATIONS

Thursday, December 19, 2019

Flight  Philadelphia, PA (PHL) to Chicago, IL (ORD)

United 2018




United 640

o This flight leaves on Jan 1 and arrives on Jan 2.

Departure: 09:05 PM Confirmation: P17CL2 Seat: 27A (confirmed)
Chicago O'Hare Intl Airport (ORD) Status: Confirmed
Terminal. 1

Duration: 1 hour, 57 minutes
Nonstop

Arrival: 12:02 AM

Philadelphia Intl Airport (PHL)
Terminal: O

Additional Details

Aircraft: Airbus A320 Distance: 676 miles
E-Ticket
Cabin: Econemy (3} Meal: Meal at Cost

You may print or email your itinerary

from this page

Air View Fare Rules
Ticket Number: 0160638500106: $491.16 USD
H Taxes and fees: $82.84 USD
En]oy your travel! Air Total Price: $574.00 USD
Hotel: $3,682.47 USD
Total Estimated Cost: $4,256.47 USD

On-line Check-in
United Check-in

“You can check-in on-line up to 24 hours before your flight. You may print your boarding pass at your home or office to avoid ticket counters and kiosks and go right to
security. Click the Check-in button to find out more.

Confirmation: PATCL2

Your itinerary has been saved.

' Print tinerary E-mail ltinerary Return to Travel Center




Questions?

e AskConcur@udel.edu

e udel.edu/procurement



mailto:AskConcur@udel.edu
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