Travel Arrangers’ Quick Guide

This Quick Guide reviews the basics of booking travel for a guest in Concur. It covers creating a guest profile,
booking travel items, and how to book for the same traveler again at a later date.

Booking Travel for a Guest

1. From https://travel-expense.finance.columbia.edu/, Log into Concur.

2. Ifthisis the first time you are booking travel for an individual, navigate to Travel Home and click the Book for a guest
link.
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The Create Guest Profile window appears.

Create Guest Profile

a|
@ Guest booking is also available in legacy Concur Travel.
Guest Details
Add your guest profile personal information or go to Arranger View.
First Name: * Middle Name: Last Name: *
Preferred Name:
Email: * Phone: *
Date of Birth: * Gender: * i

3. Complete the Guest Details required fields.

4. When you complete a guest profile, you can save the profile so you can book travel for the guest in the future. The
Expiration Date for the profile defaults to six months. To set a different expiration, enter the date in the Expiration Date

field.

DT oI GenTET:
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Expiration Date: *
2027-04-19 B
Preferences
Language: * Date Format: * Time Format: *
English v MM-DD-YYYY w H:mm AM/PM v
“

5. Youcanset the guest's Preferences for Language, Date Format, and Time Format.
6. Click Save and Book. The Plan a Trip window appears for you to select the travel types you are booking.
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Booking Travel for a Guest

I
Plan a Trip

Select travel types for John Smith

Choose your travel and accommodation needs to get started.

( Flight ) ( Rental Car ) ( Hotel ]

v

7. Select the Travel Types you are booking for your guest and click the Continue button. The Trip Planning screen
appears. Notice that you are Acting as the Guest in the upper right corner.
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8. Search and book the travel items for the guest. After you select each travel type, the Review and Book screen appears.
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Reviewing and Booking Travel Items

When booking a Flight, you can select the Air/Rail Central Pay mechanism to pay for the guest’s flight, or you can add the
guest’s personal credit card as a payment option.

You can enter DHS Redress and TSA Known Traveler Numbers, and add Frequent Traveler Accounts for the Guest in their
Profile.
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F) .
&3 Delegates Dashboard Advance Details @ [ Columbia Guest Lodge Card for Air Rail (MAST... v I
6 Travel > Date of Birth * Gender *
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| have read and accept the rules and restrictions
DHS Redress @ Known Traveler Number @ [ Prease check this box f you want to proceed. [2r€ ™Y
Traveter an with the
travel provider.
Flight Fare Rules and Restrictions
Some fields cannot be linked with your Concur profile. Hazardous Materials Restrictions
A\ You have selected a non-refundable fare. Review
Add Frequent Traveler Account  Edit Information the rules and restrictions for more details.
Book and Continue
Seats
Select your preferred seats. For any flights where you do not pre-select a seat, one may be auto- Change Selections
assigned based on your preferences and carrier availability.
New York City, NY (JFK) - San Francisco, CA (SFO)
) Select Seats
Cabin: Economy

When booking Hotels or Rental Cars, you can use your Travel and Expense Corporate Card, if you have one, or you can use
the guest's personal card.

Note: The Travel and Expense Corporate Card is used to hold a reservation. The guest must present their personal card at check-in.
If you want to pay for a guest’s hotel room with your Corporate Card, contact the hotel to set up direct billing. The guest is required to
pay for any incidental hotel expenses associated with their stay.
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@ Home A\ You have selected a hotel rate that requires a deposit.
P o
B Delegates Dashboard Review and Book P
€ Travel >
Inn At The Opera  3-Star Hotel Estimated Total $741.61
N 333 Fulton St, San Francisco, CA 94102 Cost (%]
Phone: 1-415-863-8400 Total Due Now $0.00

Sustainability Score: 54 £) 24.3KG COze

1BR QUEEN BED 215 SQ FT WET BAR FRIDGE SLEEPS 2 10,2007 feto20
WORLD RAINBOW HOTELS BEST AVAILABLE RATE January 19, 2027 $239.20
Nights: 3 January 20, 2027 $183.20
Booking Includes

Taxes, fees and charges $104.01
© One queen bed
@ Free cancellation until 4:00PM on January 15, 2027. o Taxes, fees and charges breakdown is

unavailable.

Check-in Check-out
January 18, 2027 January 21, 2027

Payment

o € No valid forms of payment found.
Traveler Information Please add a new personal card.

Your SAP Concur profile was used to complete your traveler information. Please ensure this

formati tches what t d ID.
information matches what is on your government issuet No Form of Payment Available

Name on Reservation Phone Email

Add Payment Method

After completing any additional details and selecting a payment method for each travel type you are booking, click the Book
and Continue button on each Review and Book screen.
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Acting as a Delegate for a Guest

After booking travel for a guest for the first time, to resume working as yourself, click the Acting as button, select Myself,
and click Switch.
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If you need to book for the guest again in the future, they will be available in your delegate list for the period you initially
indicated on their guest profile.
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1. Click the Profile icon in the upper right corner.
2. Select Act as another user.
3. Select the Act as adelegate for another user option.
4. Click in the Search field to display your delegate list and select the name of the guest from the list.
5. Click the Switch button.

The green Acting as button indicates that you are booking for the guest.
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	After booking travel for a guest for the first time, to resume working as yourself, click the Acting as button, select Myself, and click Switch.

