
 

 

Booking/Adding Conference Hotels 
The method for booking conference hotels has not changed. The traveler will still call the 

conference hotel to book his/her room at the conference rate, and the traveler will still be 

reimbursed after the traveler has returned from the trip. 

1. After calling the conference hotel, start a new request.  

 

2. In the “How will you book your trip?” field, choose the appropriate option.  

 Agency-Booked: the traveler needs airfare or a rental car that will be booked outside of 

Concur by emailing or calling Travel Leaders. 

 Non-Agency Request: the traveler does not need airfare or a rental car. 

 Self-Booked in Concur: the traveler needs airfare or a rental car that will be booked 

using the Travel Module in Concur (Travel Leaders). 

 

3. In the “Segments” tab: 

 If the traveler has airfare or a rental that they are booking in Concur by using the “Self-

Booked in Concur” method, enter the appropriate segments by using the estimated 

quote(s) that was retrieved on the home page. 

 If the traveler does not need airfare or a rental, the traveler should skip the segment 

tab. 

NOTE: DO NOT ADD THE CONFERENCE HOTEL AS A SEGMENT. 

4. In the “Expenses” tab: 

 If the traveler added “Segments” into the “Segments” tab, the segments will 

automatically roll over as “Expenses” into the “Expenses” tab. 

 The traveler should enter the conference hotel as a hotel expense type with the 

estimated quote that they received from the conference hotel.  

 Enter the rest of the estimated expenses that might occur during the trip. 

 

5. After all the expenses are entered, click “Submit Report”. 

After the traveler returns from the trip, the traveler should add the hotel expense into the expense 

report and attach the conference documentation showing the conference rates. 

 


