
 

 

Booking in Concur Travel 
1. Complete a request. Within the request header, be sure to select Self-Booked in Concur 

Travel in the dropdown menu asking “How will you book your trip?”. 

a. If you are needing exact quote amounts to enter into your request, use the Trip 

Search tool on the home page. Use this tool to get your quotes ONLY. Do not 

book from the Trip Search tool. You must book from a request that has already 

been approved. 

 

2. Once your request has been approved, you will select the request that now has the 

status of Pending On-line Booking. In the upper-right hand corner of the request, you 

will click the Book Travel button. Below is what you will see after Book Travel is 

selected. 

 

3. Click Proceed to Booking. 

 



 

4. Click Next. 

 

5. Select the reservation you would like. Click on the blue button showing the amount of 

the reservation. 

 

 



 

6. Review the information listed, and make appropriate changes as needed. Click Reserve 

and Continue.  

 

 

 

 

 

 

 

 

 

 

 



 

7. Review the Travel Details screen. You can make changes by clicking Change to the right 

of the reservation. If all details are correct, click Next. 

 

 

 

 

 

 



 

8. Enter appropriate Trip Information if desired. Click Next.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

9. Review the Submit Trip Confirmation screen. Click Confirm Booking.  

 

 

 

 

 

 

 

 



 

10. Your booking is only completed when you see the screen below. If you do not reach the 

screen that says Finished!, then your reservations will be canceled. 

 

 

 


