ﬁ TRAVEL<=STATE Booking Travel for Employees and Guests
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Book for a Guest

Booking Travel for Employees and Guests

Booking for a non-profiled guest, or student can be done by a faculty/staff member, travel assistant, or delegate using
the Book for a Guest feature. If you are booking for yourself, continue to use the preselected Booking for Myself

feature.

1. Start at the Concur

Homepage. Select

Travel drop down
>Travel Home

2. Select Book for a Guest.

NOTE: If you do not have the Book for a guest role active in your profile, please
email concurhelp@msu.edu requesting the role be added to your profile. R

= ET7Concur

@ Home

¥» Requests >
) Travel

Create Expense Report
=) Begin an expense report to track

Create Request
Start an approval request before
booking travel or incurring an

L

| Travel Home I
Arrangers I
Trip Library

Tools

business related expenses.

expense.

MICHIGAN STATE
UNIVERSITY

Exhibit 1

& Booking for myself |
4+ B 0 8

International M5U-sponsored travelers must submit &
Request at least 3 weeks prior to departure in both
Concur and Global Travel Registry.

For more precise results, click “Show More™ to select
prefemed departure/arrival imes

Detroit, MI - Detroit Area Airports

To*@
Orlando, FL - Orlando Intl Airport

Depart * @
(03232026 cepart w Moming w =S~ Y
Return * @

v

[03/26/2026 depart ¥ Moming w =0

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

Adults Search by
1 v | Price v

() Specify a carrier @

Exhibit 2

3. Continue the process of booking Reservations. Refer to the following sections of this guide for assistance with
Air/Rail, Car Rental, Hotel, reservations, and Complete Reservations.
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Air/Rail Search

1.Start at the Concur Homepage and go to the Travel, then
Travel Home tile on the left side of the screen.
>Select the Flight or Train tab.

NOTE: For plane bookings, select plane icon
For Rail bookings, select rail icon m

2. In the Air/Rail tab, select one of the following: Round Trip, One Way, or Multi City*.

*Multi City: Travel to more than 1 city on a single trip, using
multiple flight segments.

3. Enter your Departure City, Arrival City, Departure
Dates, Return Dates and preferred Times by adjusting the +/.

4. If needed, select the Pick-up/Drop-off Car at Airport
and/or Find a Hotel box. More selection parameters will appear
if the hotel is needed.

5. Enter the Number of Adults and select either Price or
Schedule in the Search By field. If wanted, specify the
desired airline by selecting Specify a carrier box and choosing
the desired airline. Select Search.

UI REV 10: 4/2026

Trip Search

&, Booking for myself | Book for a guest

am

Exhibit 3

Trip Search

8 Booking for myself | Book for a guest

Em@

Flight Search

| Roundtip | Oneway Multi-city
From *

Enter location
To*

Enter location
Dates *

03/13/2026 - 03/14/2026 B
Cabin

Any Cabin

\:\ Include Accommodation

Search Flights

Trip Search

A Booking for myself | Book for a guest

‘bﬁlﬂq

Train Search

‘ Round-trip ‘ One-way
From *
Enter city or station
To*
Enter city or station
Dates *
12/08/2025 - 12/09/2025 B
Departure Time Return Time
12:30 PM ® 12:44 PM o

Exhibit 4
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6. To search by flight
number, enter the flight
number in the Flight

Booking Travel for Employees and Guests

Detroit, Michigan, US - Chicago, Illinois, US

Departure Date: Thursday, April 2, 2026

Number Search box. To

clear the search, delete the

| Prior to booking please be aware: Low cost carriers (Spirit, Southwest, Allegiant, Frontier, etc) may require additional purchases (i.e. carry-on/checked baggage, Seat Assignmé]

flight number from the search

bOX' [V All Filters W Flight Number Q ] - Stops W | | Carriers v | | Time Vv Flexibility % | | Policy % | Reset
27 of 27 Flights Round.
Best flights for you @
NOTE: You can only search
by flight number within the @ Southwest Artines Choice
search results page (based on 8:25 PM - 8:40 PM
date and t|me) You cannot DTW - MDW - Monstop - 1h 15m Round-trip
initiate a search with a flight Exhibit 5
number.
i r!,Us-Chicago,lllinois,Us Edit Search

12, 2026

7. Once results are returned,

T Al Fiters v

> Select Fare the flight you wish to
book.

Best flights for you @

oW - NoW

8:25PM- B:40 PM  Norstop - th15m

+ 8:25 PM » Detroit Metropolitan Wayne County

& B:40 PM - Chicagio Midway International

I pirport

8. On the Review Screen, check

that all information is correct. You

can edit the Primary Traveler, add a Frequent
Flyer Program, and Select Seats (applies to Book
for a guest. Not all Airlines allow Preferred Seating).

und-irp Round-rin
. O 9 5858 © ¢ $935
& Recommanded | More pren
P11skg coze Fara Datails 3 3 Fare Datails 3
Exhibit 6
v
Advance Details @
Date of Birth *
woprapeane (] Female (F) v
D s @ (2]
Seats
Select ats. For any flight:

NOTE: Your Program Number can be added to your
Profile Settings, and they will automatically populate
when booking travel.

UI REV 10: 4/2026

ailability

Detroit, MI (DTW) - Chicago, IL (ORD)

Cabin: Economy

Detroit, MI (DTW) - Chicago, IL (ORD)

Chicago, IL (ORD) - Detroit, MI (DTW)
Cabin: Economy

Chicago, IL (ORD) - Detroit, MI (DTW)

Exhibit 7
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9. Select the MSU Agency Card to bill directly for Airfare or Rail
ONLY.

NOTE: MSU Agency Card charges will automatically be added to
the travelers Concur profile to add to the Expense Report.

10. Select Book and Continue.

Booking Travel for Employees and Guests

Estimated Total Cost $685.84
Base Fare $609.34
Taxes, fees & charges v $76.50
Payment

***Please select the MSU AGENCY CARD to bill air or rail to MSU directly for
the air or rail transaction.™>

\ J

Form of Payment *

Select a payment

Accepted for Booking

MSU Agency Card sees

-

Concur to share my Traveler Information and preferences with the travel

provider.

Flight Fare Rules and Restrictions

Hazardous Materials Restrictions

A\ You have selected a non-refundable fare. Review the rules and restrictions for
more details.

Book and Continue

Exhibit 8

NOTE: Make sure you read
through rules like baggage
allowance

Baggage Allowance

Review the baggage conditions and rules,

Detroit, Ml (DTW) - Los Angeles, CA (LAX)

Economy

+ 1 carry-on bag included up to 115 cm / 45 in

@ 2nd checked bag for $45 up to 23 kg / 50 lbs and 158 cm / 62
Los Angeles, CA (LAX) - Detroit, MI (DTW)
Economy

+" 1 carry-on bag included up to 115 cm / 45 in

(® 1st checked bag for $35 up to 23 kg / 50 lbs and 158 cm / 62 in

@ 1st checked bag for $35 up to 23 kg / 50 lbs and 158 cm / 62 in

@ 2nd checked bag for $45 up to 23 kg / 50 Ibs and 158 cm / 62

n

n

Exhibit 9
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Car Rental Booking

11.Start at the Concur Homepage and go to the Travel tile on the left side of the
screen.
>Select the Car tab.

12. Enter Pickup, Drop-Off, and Dates.

13. Select Pickup Time and Drop-Off Time as well.

14. Select Search Rental Cars.

NOTE: To enroll in Hertz Gold Rewards and/or Enterprise Emerald Club click here.

& Booking for myself | Book for a guest

+ |2 R

*International MSU-sponsored travelers
must submit a request at least 3 weeks
prior to departure in both Concur and
Global Travel Registry. *Car rentals
booked in Concur must be for approved
business travel.

Rental Car Search

Pickup *

I Search nearby locations l

Drop-Off

I Same Location l

Dates *

I 04/07/2026 - 04/08/2026 B I

Pickup Time * Drop-Off Time *

I:LO:OOAM ® I I 10:00 AM ® I

B

Exhibit 10
V Al Filters v Matrix V| Intermediate V' | Rental Company v Clear Al {1 Sort by Policy Compliance v
16. Once results are returned, R o s ||
click the price of the rental car G & s Shink it i mane | NG
you wish to book. - S

Corporate Rate | Most Preferred  E-eceipts Avaiable ) 118 kg COse

Intermediate T0YOTA COROLLA = @
2 L SN

-0 ©' 85 01 ©Awmic O Unimicd Misage

@ Pickup and Drop-off: 202 mi _ Location detaits

National

Corporate Rate  More Preferred  Ereceipts Avaiable £ 118 kg COze

NOTE: MSU MBP Travel Policy

. Intermediate 10YOTA CAVRY HYBAID * @
allows Intermediate Car BN i 0 i i ik
category. B g s

Corporate Rate | Most Preferred  E-eceipts Available £ 118 kg COse

Exhibit 11
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NOTE: If you would like to see the
breakdown based on rental company,

click Matrix

17. On the Review Screen,
check that all information is
correct. You can edit the
Driver Information and
add a Rental Car Agency
Program.

NOTE: Your Program
Number can be added in
your Profile Settings, and
they will automatically
populate when booking
travel.

18. Select Book and
Continue.

UI REV 10: 4/2026

Booking Travel for Employees and Guests

Most Preferred

More Preferred

Total R " PAKWOOD
otal esults
. wiBud .
(81) Hertz National. get 4 &>
- A&mE <
=0
Mini (1) (1 (1
Hertz o : G [ piMRSLLA
Fisherman’s
Economy $216.44 (1) *=(1) *-(1)
Compact $216.58 (3) (3 - (1) - (3)
-
-0 ( Compact Elite *)
Natiol
Intermediate $216.92 (4) -3 *-(2) *~(3)
Intermediate Elite (1)
*Some rates are excluded due to your policy settings.
= 1SS - vrvwius
0 o‘. 85 12 BAutomatic 2 Hybrid (A Unlimited Mileage $67.22 Per ¢
@ Air Conditioning
Exhibit 12
Review and Book
Rental Car Selection Estimated Total Cost $55.68
Intermediate «ia k4 or simila o Car Rental (Days: 1) $55.68
B85 B3 @4 @Automatic ( Unlimited Mileage
Payment
& Corporate Rate | More Preferred  E-receipts Enabled &) 30 kg COze
é @ Payment is not necessary at this time
Booking Includes By reserving this trip, you agree that you have read and accept the
o A g s il i Rt
Hertz Pickup and Drop-off Station
Change Selection
0 1 M - O: 0
De
Rental Station Details
Traveler Information

Exhibit 13
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Hotel Booking

19. Start at the Concur Homepage and go to the Travel tile on the left side of the

screen.
>Select the Hotel tab.

20. Enter Destination.

21. Select Dates and Destination.

22. Use the filter option if needed, Only Show Results Containing and select

Search Hotels.

Booking Travel for Employees and Guests

£, Booking for myself | Book for a guest

+ A (=)=

*International MSU-sponsored travelers must
submit a request at least 3 weeks prior to
departure in both Concur and Global Travel
Registry. *Review "Rules and Cancellation
Policy” to determine if your travel complies for
the rate being booked.

kO

~

Hotel Search

Destination *

I Enter city or location I

Dates *

04/06/2026 - 04/07/2026

Distance *

I 5 mi v l
Search Hotels

Exhibit 14

>

Information

NOTE: After selecting Search, a second pop-up
window will appear verifying the location. Select
Choose if the location is correct.

N

Please click on Rules and Cancellation and review re-
guirements of rates before selecting a rate to make
sure you qualify for the rate you select.

Cancel

4

Exhibit 15

Nashville, Tennessee
Monday, April 6, 2026 - Tuesday, April 7, 2026

23. Once results are
returned, select
View Rooms for
the desired hotel.

YV AllFiters v | | Search hotel name Q | Hotel Amenities v | | Brand v

Results: 239

The Capitol Hotel Downtown an Ascen
711 Union Street, Nashville, TN 37219 @ 0.12 mi

2-Star Hotel

@ Health club

£ 17.1KG COze

Knights Inn Antioch
1111 Bell Road North, Antioch, TN 37013 © 10.38 mi
1-Star Hotel

@ Complimentary continental breakfast

Wore Preferred Chain KD

Most Preferred Property  E-Receipts Enabled G Neighborhood Safety Score: 69 Sustainability Score: 54

Skip Search Edit Search | Currency: USD

Please note: Certain hotel rates reflected below may be labeled ‘Staterates’. These rates are available to you through Michigan State University’s contract agreements. Proof of MSU employment is required to book and utilize these rates and may
be requested when checking in. Acceptable proof of employment includes a Spartan Card, or business card.

Parent Brand v Star Rating v E-receipts v 1T sort by Default v
F/SALEMTOWN MCFERRIN PARK
From
169 Nightly
GERMANTOWN
$199 Total

Includes taxes only

v
biconiena ‘
Capitol Mall
su{e Park

2y Nissan Stadium
Tennessee State Capitol € A
A $169 )% &
From %
©. %%

$54 Nightly
$65 Total

Includes taxes and fees

Wasioto Park

Johnny'cash Museum (@)

Country MusicTall.
of Fame andWuseum <=%
View Rooms »

Score: 54 £ 12.1KG COze

Safety Score: 67

IR

Exhibit 16
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Booking Travel for Employees and Guests

24. Choose the wanted room by
selecting the price of the room.

NOTE: You are able to access Rooms,
Policies, as well as Services and
Amenities

V Al Fiters v

Michigan State Uni ity, 1 Queen Bed.

pitol Hotel Downtown an Ascen
roperty, [ 4 Monday, Aprl 6, 2026 - Tuesday, AprlL 7, 2026 711 Union Street, Nashville, TN 37219 2-Star Hotel

Services and Amenities

Currency: USD

Popular Proporty Servi

B Heathcut

View All

icos & Amenities

@ S

D Neighborhood Safety Score: 69

Sustainabilty Score: 54 ) 17.1KG COze

Refrigerator

¥{Breakfast #2 One queen bed

C y-Free HI-Spd Wirel Free Full -TV. -LCD-

Exhibit 17

25. On the Review Screen, check that all
information is correct. You can edit your
Traveler Information like Add Frequent
Traveler Account or Edit Information

Review and Book

NOTE: Your hotel traveler Program Number
can be added in your Profile Settings, and
they will automatically associate with the
reservation when booking travel.

Traveler Information

Your SAP Concur profile was used to complete your traveler information. Please ensure this information matches what is on your government issued ID.

!

Name on Reservation

Frequent Traveler Account

None

The Capitol Hotel Downtown an Ascen 2-Star Hotel
711 Union Street, Nashville, TN 37219 Phone: 16292162691
Most Preferred Property E-Receipts Enabled Sustainability Score: 54 &) 17.1KG COze

MecBOhu: Michij State Uni ity 1 Queen Bed- i i o
Full Breakfast-T.V. -LCD-Refrigerator

porary-Free HI-Spd Wireless-Free

Nights: 1

Booking Includes
® One queen bed

@ Breakfast

@ Non-Refundable

Check-in Check-out

April 6, 2026 April 7, 2026

Phone Email

Exhibit 18

26. Select Add Payment Method (if not selected)

*For more information and to get an MSU Travel Card, visit
https://travel.msu.edu/payment-cards/travel-card

UI REV 10: 4/2026

Currency: USD

Estimated Total Cost @ $164.55
April 6, 2026 $139.40
Taxes, fees and charges v $25.15

Payment
0 No valid forms of payment found. Please add a new personal card.
No Form of Payment Available

Add Payment Method -

D | have read and accept the rules & restrictions and policies.*

Rules and Restrictions

Book and Continue

Change Selection

Exhibit 19
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27. Review the Rate Detail and Cancellation Policy and use the drop

down to Select a Payment.

Booking Travel for Employees and Guests

Estimated Total Cost @

June 1, 2026

June 2 - June 3, 2026
$48.71 per night

June 4, 2026

Taxes, fees and charges v

Payment
Form of Payment *

Select a payment

$219.28

$48.75
$97.42

$48.75

$24.36

Accepted for Booking

) qum
|

Event Card *+* 8813 - 2/2029

Travel Card CM s+ 0974 - 3/2030

Change Selection

Book and Continue

-

28. Select Book and
Continue.

Trawsbts Infarmation

Exhibit 20
Review and Dook
i fapes e ke Lot kg R § e e [ —— -
Fiasits s Ltabta oy B mirniet il ik S5 s, e et s S+ BRIy p sy et St
S L B B S S T e e . (S D 4 o3+t bl ] et s ety -
) T A S ———
e et g oo i ety o el et o s bl e by o e farber
R [ ——
Papmard
. [—

Exhibit 21
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Complete Reservation

29. Complete all the steps for booking air/rail, car, or hotel and select Estinsated Total Cost +458.07
your options from the results pages. os e -
Taxes, fees & charges v $60.61

Then, select Book and Continue

Payment

**Please select the MSU AGENCY CARD to bill air or rail to MSU directly for the air or rail
transaction.**

Form of Payment *

MSU Agency Card (MASTERCARD) v

Accepted for Booking

I MSU Agency Card s 7267 - 11/2028 h

A\ You have selected a non-refundable fare. Review the rules and restrictions for more details.

T e

Change Selections

Exhibit 22
30. Enter any applicable reporting information in
the reporting fields and select Finalize Trip. Estimated Total Cost @ $638.16
Flight v $418.88
Hotel v $219.28
=
Cancel Trip
Hold Trip
@ You may hold this reservation until April 16, 2026, 7:59 PM EDT.

Exhibit 23

@ Airfare must be ticketed by: 04/16/2026 7:59 PM EDT.
31. After selecting Finalize trip, you should have this = —-
confirmation screen. Approximately 30 minutes later, the person
who booked the reservation will receive an itinerary invoice from
Christopherson Travel. Keep this email for your records and if
applicable, forward this email to the traveler.

Trip Confirmed

An email confirmation will be sent to

Back to Homepage | | View Trip Overview

Traveler
Trip Name

Date June 1, 2026 - June 5, 2026

Exhibit 24
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