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Proprietary Statement

This guide is composed by JTB USA, Inc. based on the Concur® Travel QuickStart Guide
created by Concur Technologies, Inc., Redmond, Washington. This document contains
proprietary information and data that is the exclusive property of Concur Technologies, Inc. If
you are not an active Concur client, no part of this document may be reproduced, transmitted,
stored in a retrievable system, translated into any language, or otherwise used in any form or
by any means, electronic or mechanical, for any purpose, without the prior written consent of
Concur Technologies, Inc.

Information contained in this document applies to the following products in effect at the time of
this document’s publication:

Concur® Travel QuickStart Guide

The above product(s) and the information contained in this document are subject to change
without notice. Accordingly, Concur Technologies, Inc. and JTB USA Inc. disclaim any
warranties, express or implied, with respect to the information contained in this document, and
assumes no liability for damages incurred directly or indirectly from any error, omission, or
discrepancy between the above product(s) and the information contained in this document.

Revised — April 29, 2013

© Copyright 2009-2013 Concur Technologies, Inc., Redmond, Washington. All rights reserved.
Revised — March 2, 2015

© Copyright 2015 JTB USA, Inc. All rights reserved.

Revised — February 29, 2016

© Copyright 2016 JTB USA, Inc. All rights reserved.

Concur®, Concur Expense™, Concur™, Concur Travel™, Concur Meeting™ and their respective
logos are all trademarks of Concur Technologies, Inc. All other company and product names are
the property of their respective owners.
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Welcome to Concur Travel

Welcome to Travel, Concur’s powerful employee travel management solution that enables you to create
travel bookings online presented by JTB USA.

Concur’s Travel feature enables you to:

e Search the same vendor inventory that your travel agency uses as well as private rates for your
corporation.

e Find, coordinate, and reserve your airline, rental car, hotel, rail for your business travel.
e  Comply with your company’s travel policy when booking your travel.

Section 1: Log on to Concur

1. Access www.concursolutions.com Your ID (User Name) usually is your e-mail
address

Your password is case sensitive.

2. Log on to Concur with your ID and
Password.

[& concur

Sign In

User Name

Password

Remember user name on this computer

Forgot your user name?
Forgot your password?

@ Change language
| English (US)

CONCUR

© Copyright 2016 - Concur - All Rights Reserved
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Section 2: Explore the Home Page

The Home page lets you overview the tasks awaiting you and lets you find all the information
you need to book travel. If your company has Concur Expense your home page includes
features of both Travel and Expense.

View the Task Bar. (1) Any pending tasks, such as approval requests,
expenses to be submitted, upcoming trips etc.
are displayed here.

Use the Trip Search section.(2) This section provides the tools you need to book
a trip with any or all of these: flight, rail, car and
hotel.

Explore the Alerts section.(3) This section reminds you of your passport, visa,

credit card expiration dates if you enter this
information in your profile. It also reminds you of
extra features you can add to your Concur
profile, such as e-receipts.

Explore the Company Notes and My Trips.(4) Company Notes shows a message from your
company or JTB USA. My Trips section lists your
upcoming trips.

Explore the Policy.(5) This section shows your company travel policy.

©2016 JTB USA, Inc. All rights reserved. 6
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Take a Tour v Administration ~ | Help ~
Approvals Reporting ~ App Center
P porting pp Profile ~ .
-
l Required View Trips
Hello, Willam Approvals
TRIP SEARCH ALERTS
Rule Class © Triplt creates instant mobile itineraries for busmess and personal trlps
NJ Demo v Simply connect your Concur account to Triplt Mot

© You havent signed up to receive ereceipts. @ Sign up here
:. Booking for myself | Book for a guest

£ =5 == 8 ©® COMPANY NOTES

Air/Rail Search

* Round Trip One Way Multi-Segment

Depae @ Welcome to JTB USA's Online Travel Reservations

Find an airport | Gelect multiple aimports

Artival ity @ You can book air, cars, trains and hotels 24 hours a day. If you have any problems with or questions about using this site, please contact
ITB.
Find an airport | Select mulliple apors || |
Read more
MY TASKS
Required Approvals -

Show More

Or, tell us in your words what you want to do

&.g. fight from JFK to Paris on Tuesday m Greatl You currently have no approvals.

Company Policy
Travel Policy

©2016 JTB USA, Inc. All rights reserved. 7
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Section 3: Update Your Travel Profile

Before you use Concur for the first time, update your profile. You must save your profile before
you first attempt to book a trip.

If you are a travel arranger and need to change another traveler’s profile, first start an admin
session by clicking on Profile and selecting or typing the name of the traveler under

Administer for Another user. When the user name comes up, click Apply, then follow the
steps 2 to 4 below.

Step 1: Change Your Password

You will be able to change your password on the Profile tab.

1.

On the Home or Travel page, click on
Profile in the top right hand corner of the

page.
Click Profile Settings

Click Change Password

In the Old Password field, enter your
current (temporary) password

In the New Password field, enter your
new password.

Verify your new password by re-entering it
in the Re-enter Password field.

Enter a word or phrase in the Password
Hint field to act as a reminder if you forget
your password.

Click Save.

Change Password
Change your password.

©2016 JTB USA, Inc. All rights reserved.

To change your password, you need to know
your old or temporary password.

If you forgot your password you can
change your password on the login page.
Enter your login ID and click Forgot your
Password? under the Login button.
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Change Password

J

A password must be at least 6 characters. It can contain numbers (0-9), upper and lower case characters (A-Z, a-z), and symbols (such as *%*@#). It cannot contain

spaces. All fields are required.
Note: Passwords are case sensitive.

Old Password Mew Password Re-enter New Password

Password Hint (we will email this to you if you forget your password)

Step 2: Change your Time Zone, Date Format, or Language

1. On the Home or Travel page, click on
Profile in the top right hand corner of the

page.

2. Click Profile Settings

3. Click System Settings

4. On the System Settings page, update the
appropriate information

5. Click Save.

Profile Options

Additional Information

You can change the system and regional
settings (number, currency, date, and time
format). You can also select another default
language to use Concur in.

The submenu is listed horizontally under the
Profile tab. You can also hover over the Profile
tab to view a dropdown version of the submenu.

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact
information.

Company Information

©2016 JTB USA, Inc. All rights reserved.

System Settings

Which time zone are you in? Do you prefer to
use a 12 or 24-hour clock? When does your
workday start/end?
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System Settings

Regional Settings and Language Calendar Settings
Default Language | English {US) v ‘ Start week on ‘ Sunday T |
Number Format | 1,000.00 v | Start Day View At | 08:00 am v |
Placement of Currency Symbaol | Before the amount = | End Day V\ewAt| 0800 pm v |
Negative Number Format| -100 v | DefaultView month ¥ |

Negative Currency FUrmat| =100 v |

— Other Preferences
mi\efkm‘ mile ¥ |

Home Page‘ v

Date Format| mmiddiyyy ¥ | -
- B Ruwsperpage‘ = '|
Time Furmat| h:mm AMPM ¥ | R

Hour/Minute Separatnr| v ‘ 01/19/2016 05:07 pm Other Settings

Time zone (local time)| (UTC-05:00) Eastern Time (US & Canada) v Run in Concur Accessibility Mode @

Email Notifications

Send an email every time something is put in or removed from my approval queue
Send a daily summary of items in my queue

Let me know when one of my requests is approved or denied

Send Confirmation Emails @

Send Trip-on-Hold Reminder Emails @

Send Ticketed Travel Reminder Email @

S LY Y L Y VR VR

Send Cancellation Emails @

3 D ED

Step 3: Update Your Personal Information

1. On the Home or Travel page, click on Profile
in the top right hand corner of the page.

2. Click Profile Settings

Click Personal Information
3. On the My Profile page, update the appropriate You must complete all fields marked

information Required (in orange) to save your profile.
Complete these sections of your travel profile: Verify that the first and last name fields
e Middle Name match the ID used at the airport. You

e Airport Security (Gender, Date of Birth) ;?gnﬁg,fig :\:‘:E: Eﬁ;isé eI: necessary contact
*  Work Address / Phone Number The country you select in the work address
e Travel Preferences fields will determine the default map that
e Credit Card info for hotel reservations appears on the Concur Travel Map tab.
and/or air reservation according to your
company form of payment policy.

©2016 JTB USA, Inc. All rights reserved. 10
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4,

Your Information

Click Save.

Personal Information

Company Information

Contact Information

Email Addresses

Sponsored Guest Users F
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel

Frequent-Traveler Programs
Assistants/Arrangers

Other Settings

E-Receipt Activation
System Settings

Connected Apps
Concur Connect
Change Password
Privacy Statement

Travel Vacation
Reassignment

Mobile Registration
I'm Assisting...

Jump To: | Personal Information

Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company's travel administrator.

There are several Save buttons on the
profile page. You only need to save once as
every Save button saves the entire profile.

My Profile - Personal Information

=

ields marked[Required] and [Required**] (validated and required) must be completed to save your profile.

Change
Picture
Important Note

Your Name and Airport Security: Please make certain that the first, middle, and |ast names shown below are identical to those on the photo identification that you will be
presenting at the airport. Due to increased airport security, you may be turned away at the gate if the name on your identification does not match the name on your ticket.

Title First Name Middle Name Nickname LastName Buffix

vy Frank

JTB Administrator aito v

Cost Center

Company Information Go to fop

Employee ID

Manager Org. UnitDivision Employee Position/Title
William Nevei Cincinnati Sales v

JTB Department

Step 4: Set Up a Travel Arranger or Assistant

Use Assistants & Travel Arrangers to give other Travel users the ability to view and modify
your profile or book travel and trips for you.

How to...

1.

©2016 JTB USA, Inc. All rights reserved.

From the My Profile page, click the Jump to
dropdown menu

In the dropdown menu, click Assistants

Additional Information

Alternatively from the Home or Travel
page, click on Profile in the top right corner
of the page. Then click Setup Travel
Assistants.

On the Profile dropdown menu, click Personal

Information.

Click Add an Assistant.

Start typing in

When searching start typing the first name,
last name, nick name or email address of

11

the Assistant search box.
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6. Select the appropriate name from the dropdown
list.

7. Select Can book travel for me.

8. Select Is my primary assistant for travel.

9. Click Save.

the person you are looking for. The
Assistant dropdown list shows any
individuals that match your search criteria.

Important: Your assistant must have an
existing Travel account before you can add
him or her to your profile. Please contact
JTB USA if your assistant needs a Concur
login.

Use this option if you want to have this
assistant included on emails from JTB USA
(ticketed itinerary etc.) about all of your
trips.

Assistants and Travel Amangers Go to top

Please select the individuals within your erganization that you would like to give pemission to perform travel functions for you.

I Refuse Self Assigning Assistants @
Your Assistants and Travel Arangers

[+] Add an Assistant

https://www.concursolutions.com/profile/AssistantE I

=tant

Please select the individuals within your crganization that you would
like to give permission to perform travel functions for you.

Assistant

Mever, William L. {Dan)

1#| =an book travel for me

lIs my primary assistant for travel®

*Individuals/Groups with no work phone number in
their profile cannct be designated as primary assistant
for travel.

Save

Can book travel? 6 rd ﬁ -
Can book travel? 6 s T
Can book travel? a 4 ﬁ
Can book travel? (V3 S mT

Go to top

[+] Add a Credit Card

Q002

p: 0812018 L O

©2016 JTB USA, Inc. All rights reserved.
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Section 4: Make a Travel Reservation

Step 1: Enter search conditions in the Travel Wizard

1. On the Travel or Home page, click
the tab with the Air/rail icon at the | 4%
left side of the page.

2. Select one of the following types of flight

options:
e Round Trip
e One Way

e  Multi-Segment

3. Inthe Departure City and Arrival City fields,
enter the cities for your travel.
Start typing the name, airport name or airport
code to find the city.

4. Click in the Departure and Return date fields,
and then select the appropriate dates from the
calendar.

You can specify flights departure time and
arrival time as well.

©2016 JTB USA, Inc. All rights reserved.

Additional Information

If you would like to book a car, hotel, rail
only, use the corresponding tabs. For more
details, see page 28-34.

You can search rail by using the Air/Rail tab,
however if you would like to search by
specific station name, use the Rail tab.

When you type a city, airport name, or
airport code, Concur Travel will
automatically search for a match. Concur
will automatically do a search for all airports,
if there is more than one major airport in a
region. You can also make your own
selections of airports by clicking Select
Multiple Airports.

You can choose from Morning, Afternoon,
Evening, Anytime, or select a specific
hour. Concur Travel searches before and
after the time you have specified in a range
from 2 up to 12 hours.

13
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Travel Arrangers Trip Library

-

Templates Tools

Change ...before
your hotel the seatbelt

Travel Alerts

O vou havent signed up to receive e-receipts @ Sign up here

room sign goes off. € Your United States of America passport expired on

Company Notes ” Upcoming Trips ” Trips Awaiting Approval ‘

CONCUR

Welcome to JTB USA's Online Travel Reservations

Air/Rail Search

® Round Trip ' One Way ' Multi-Segment

g Booking for myself | Book for a guest

£ = =85 8 0

You can book air, cars, trains and hotels 24 hours a day. If you have any problems with or questions about using this site, please contact
JTB.

For travel advisory information please go to the following web page:

http: / [ www .etraveladvisories.com/code/alert/jtbusa.asp?lang=eng

JTB USA Office Hours:

Departure City
LGA - La Guardia - New York, MY

] Monday to Friday, 9:00 AM to 9:00 PM, except national holidays.

Arrival City @

Find an sirport | Select mullipke aiports

] Please contact cur 24-Hour Emergency Service outside the above business hours:
toll free 800-822-4397, and provide W.I.T. Code of "S-ABCD".

Departure
depart ¥ || Moming ¥
Return

[ |[sesart v | afemoon v

") Pick-up/Drop-off car at airport
|| sutomatically reserve this car
[ Find a Hotel

Find an airport | Select mukiple airports

Gl s oy s ¥1@

Search fights by (® Price () Schedule

©2016 JTB USA, Inc. All rights reserved. 14
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5. If you need a car, select the Pick-up/Drop-off Depending on your company’s
car at Airport checkbox. configuration you may see the
Automatically reserve this car
= = = checkbox. By checking this box and
*E L E @ selecting a vendor and car type, a car is
Air/Rail Search automatically added to your reservation,

) ) ) skipping the Car Results page.
'® Round Trip '~ OneWay '/ Mult-Segment

Departure City @ If you need an off-airport car or have other

|LGA- La Guardia - Mew York, NY | special requests, you need to make these
Find an Sirport | Select mulliple Sirpors requests on the Car Results page.

Arrival City &

| | | Fick-upiDirop-off c ar at airport
Find an airport | Select multiple airports ¥ Autornatically reserve this car OR

Departure —

i L2 - r | pic k-up/Drop-off car at airport

| || depart ¥ || Morning ¥ || == | ¥ sutomatic ally reserve this car

Return g -Car Vendors- ¥ H Intermediate Car v ]

| || depart ¥ || Afternoon ¥ || +3 ¥ | o | f‘fendﬂrs- ;uﬁli:irggrpe—

B Budget_ Economy Car

] Pic k-up/Drop-off car at sirport Enterprise Economy Car Hybrid

Compact Car

Tt s e e e [_National Compact Car Hybrid
: . Intermediate Car

|| Find a Hotel Intermediate Car Hybrid
Standard Car

Standard Car Hybrid
Full-size Car

Full-size Car Hybrid
Mini “/an

Luxury Car

Premium Car
Intermediate SV
Standard U

©2016 JTB USA, Inc. All rights reserved. 15
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6. If you need a hotel, select the Find a Hotel You can choose to search for the hotel by:

checkbox.

If you are staying at more than one hotel during

your trip or do not need a hotel for the entire

length of your stay, you can skip this step.

#| Find a Hotel

1. Find a Hotel by Airport
Find a Hotel

Find hotels within EI af

Fine haotels
® Airpart O Address

o Campany Lacation © Reference Paint / Zip Cade

Please enter an airpart.

ORrRD

e Airport

e Address

¢ Company Location

e Reference Point / Zip Code

3. Find a Hotel by Company Location
Find a Hotel

Find hotels within af

Fine hotels
(@] Alrpart O Address

® Company Location O Reference Point ¢ Zip Cade

Please choose a company location.

|ORD - O'Hare Intl Arpt - Chicage, IL

2. Find a Hotel by Address
Find a Hotel

Find hotels within af

Find hotels
@ Address

(@] Airpart

(@] Company Location © Reference Point ¢ Zip Code

| Chicago Branch {Chicago, IL) vl

4. Find a Hotel by Reference Point / Zip Code
Find a Hotel

Find hotels within af

Fine hotels
O Address

(@] Alrpart

o Company Location @ Reference Point ¢ Zip Cade

Country | United States of America - |

Street City

State/Province  Postal Cade

o, IL

I with names containing:

T

To filter by hotel chain, enter the chain name here

7. To search only fully refundable fares, select the
Refundable only air fares checkbox.
To bring up more search results of a specific
airline and to bring up results for the airline first,
select S_peC|fy Airline and c’hoose -a carr.ler. Results for other classes of service will
classes other than Economy Search flight by Price will show
9. Select Search flights by Price or Schedule. roundtrips as a combination of an
10. Click Search. outbound and return flight and will price

|:| Specify airline [} DRefundable only air fares

out your flights.
Search flight by Schedule will show

Class of Service: | Economy class  [=] 1) outbound and return flights on two
search flights by: @ price @ Schedule different tabs with an estimated price,
allowing you to make your own

©2016 JTB USA, Inc. All rights reserved.

combination of outbound and return
flights. After you have made your selection,
click Price these options.

You can easily switch between these
search modes by clicking Shop By Fares

16



JTBUSABusinessTravel.com lm

or Shop By Schedule from the Search
results page.

Step 2-A: Select a Flight (Search by Price)
When selecting a flight in the Shop by Fares/Price mode, follow the steps below.

1. You are on the search result page looking at the If you want to narrow down or broaden the
Shop by Fares tab. Click on Show details for search results you are viewing, you can
the flight you are interested in and check the use the Airport Filters, Price, Outbound
flight details. and Return sliders on the left.

You can adjust your search conditions via
Change Flight Search.

1 stop 253.20 _
26 results 15 results Airport Filters A
. Qutbound
i Baggage Fee Policies
Departure

[ LGA- Mew York, NY ($191.20)
[ BEWR - Newark, NJ (5218.20)
[#] JFK - Mew York, NY (5253.20)

Shop by Fares ||| Shop by Schedule

[HExpand All Details

Arrival
Displaying: 32 out of 79 results. i@

| ORD - Chicago, IL ($191.20)

Price Carrier Depart et
Ly . - Departure
American Airlinest  JFK
$253.20 A [#| ORD - Chicago, IL (5181.20)
ORD
Select ﬂ Arrival
T Operated by US Airwvays | LGA - New York, NY ($181.20)
| EWR - Newark, NJ (5219.20)
Compare + @,0 ¥ JFK - Mew York, NY (5253.20)

From the flight details click Fare Rules if
you want to see fare information such as
conditions for refunds, penalties for ticket
changes etc.

Concur Travel automatically selects a
corresponding frequent flier program from
the profile, if available. If needed, add or
choose a different frequent flier program to
the flight under Frequent Traveler
Programs

©2016 JTB USA, Inc. All rights reserved. 17
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Trip Summary

Select Flights
Round Trip

LGA - ORD
Outbound: Fri, 04/01! ]
Return: Sat, 04/02% @

Select a Car Remove
Days: 1

ORD - Terminal

Pick-up: Fri, 04/01/2

Drop-off: Sat, 04/02/7 %

Select a Hotel Remove

Mights: 1
Chicago, IL

Check-in: Fri, 04/015= &
Check-out: Sat, 04/02/m "

I Change Flight Search v l
Outbound - Fri, Apr 1 ~
a a

NEW YORK, NY TO CHICAGO, IL print / Emai
FRI, APR 1 - SAT, APR 2
Hide matrix
b A *
All American United Delta Multiple
200 results Airlines & ¢ & ¢ Carriers
Lol
Nonstop 216.20 271.20 348.66 238.20
1832 results 29 results 26 results 22 results 96 results
1 stop 246,70 _ . 279.70
17 results 12 rasults 5 results
i Baggage Fee Policies Show fare display legend

Shop by Fares H Shop by Schedule Sorted Ely:| Stops :I

Expand All Details

Displaying: 26 out of 200 resulis. @ <<Previous 12 3 Next >> | All

06:00a LGA ~ 07:33a ORD Nonstop  2h 33m $271.20

®  United
07:26a ORD ~ 10:40a LGA Nonstop  2h 14m

&¢ Flight details

07:00a LGA ~ 08:40a ORD Nonstop  2h 40m $271.20

@ United
07:26a ORD - 10:40a LGA Nonstop  2h 14m

Q¢ Flight details

2. To select a seat, click the View Seatmap icon If you do not select a seat Concur will assign

next to the flight.

a seat based on the Travel Preferences
section in your profile.

3. Select any light blue (unoccupied) seat or enter A legend is at bottom of the seat map box,
a seat number in the Seat Selection box. showing which seats are available, occupied,

4. Click Select Seat.

©2016 JTB USA, Inc. All rights reserved.

or considered preferential.

Select preferential seats (highlighted in
blue) if you have preferred status on the
selected airline. If you select a preferential
seat, your seat request will only be honored
if your frequent flyer number is stored in
your Travel profile.

Some seats are marked handicapped and
can only be selected by a travel agent. If

18
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5. Once you have made your seat selection, click
Close.

6. Repeat steps 1 to 5 for the remaining flights.

18

you are entitled to a handicapped seat,
make sure your travel agent is aware of
your situation.

For connecting flights choosing the next
flight from the Available Flights drop
down box to view its seat map.

Seat Map - Google Chrome

=1 =h e

& https://www.concursolutions.com/twPopup/popup_seatmap.asp?airv=AA&fltnum=461&bic=Q&startdt=2

Seat Map

American Airlines g,

s oo
American Flight: 461 Airbus Industrie A321

John F Kennedy Intl (JFK) - Charlotte Douglas Intl Arpt (CLT) Awailable flights
0512902015 | asd81 JFKRCLT v |

Seat Selection: |

Ao aEn noooooo OOooooe
E FOFm ooooooo OOOmoH
) o i Ooooooo OOOmO
56 7 8 9101112131415161718192021222324252627268293031323334 —— —
¢ [FEH HOoooog ooo
B EOOO ooooooo oo
A B ooooooo ooo

[ Available seat Occupied seat M Preferential seat;  # Exit row
B Leave vacant or assign last seat W Selected Seat

Preferential seating is not generally available for disc ounted fares, or travelers without higher levels of
frequent flyer status @

Seat assignment is subject to change up until time of departure

7. Click Select. Policy information appears next to the Select
button. The Select buttons are color coded as:

e A green Select button indicates the fare is
within policy.

e A ye/low Select button indicates the fare is
outside of policy. If you select this fare, you
must enter additional information which may
be sent to your manager, depending on
your company’s settings.

©2016 JTB USA, Inc. All rights reserved. 19
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Trip Summary

Select Flights

Round Trip

LGA - ORD
Qutbound: Fri, 04/01/
Return: Sat. 04/02/,

Select a Car
Days: 1

ORD - Terminal

Pick-up: Fri, 04/01/
Drop-off: Sat, 04/02/%

Select a Hotel

Nights: 1

Chicago, IL

Check-in: Fri, 04/01)0 =
Check-out: Sat, 04/02/7 7

e A redSelect button indicates the fare is
outside of policy. If you select this fare, you
must enter additional information and wait
for manager approval. The trip will not be
ticketed until it is approved by a manager.

e A greySelect button indicates you cannot
select this fare.

To see what policy rule is being violated click Show
details. For more details about your Policy, please
see Policy tab.

Change Flight Search

Outbound - Fri, Apr 1

[ ]
Depart 05594 - 09:00P
[ ]

Arrive  07:33A-10:48P

Return - Sat, Apr 2

®
Depart 07:254-10:30A

NEW YORK, NY TO CHICAGO, IL Print / Emai
FRI, APR 1 - SAT, APR 2
Hide matrix
“ A %
All American United Delta Multiple
200 results Airlines Loxed Lo X4 Carriers
Lo lod
Nonstop 216.20 271.20 348.66 238.20
183 results 39 results 26 results 22 results 96 results
Remove
1stop 246.70 _ _ 279.70
17 results 12 results 5 results
i Baggage Fee Policies Show fare display legend
Shop by Fares H Shop by Schedule Sorted E”:| Stops I
Expand All Details
Remove Displaying: 26 out of 200 results. @ << Previous 123 Next >> | All
B United 06:00a LGA = 07:33a ORD Nonstop  2h 33m $271.20
nite Select
07:26a ORD - 10:40a LGA Nonstop  2h 14m
OO Flight details
Qutbound flight: New York NY (LGA) - Chicago, IL (ORD) Fri, Apr 1
. La Guardia (LGA) ©O'Hare Intl Arpt (ORD)
v g United Depart: Friday, 06:00a Arrive: Friday, 07:33a
#761
Stops: 0 Duration: 2h 33m  Economy: L Airbus Industrie A319
-~
Return flight: Chicago, IL (ORD) - Mew York, NY (LGA) Sat, Apr 2
° i O'Hare Intl Arpt (ORD) La Guardia (LGA)
A g;‘g‘;" Depart: Saturday, 07:26a Arrive: Saturday, 10:40a
] Stops: 0 Duration: 2h 14m  Economy: L ETW
United - (Sabre)
~ Fare Rules
Ticket non-refundable - penalties may apply
® Change fee likely applies (plus fare difference, see fare rules)
E-Ticketing Available

©2016 JTB USA, Inc. All rights reserved. 20
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Step 2-B: Select a Flight (Search by Schedule)
When selecting a flight in the Shop by Schedule mode, follow the steps below.

You are on the search result page looking at the
Shop by Schedule tab. Select your outbound
flight from the Outbound tab.

1.

3.

After selecting your outbound flight, the Return
tab is automatically selected. Select your return

flight.

Click Price these options

Trip Summary

N
(4) select Flights

Round Trip

LGA - ORD
Outbound: Fri, 04/01/%
Return: Sat, 04/02¢

Select a Car
Days: 1

ORD - Terminal
Pick-up: Fri, 04/01/
Drop-off: Sat, 04/02

Select a Hotel

Mights: 1
Chicago, IL

Check-in: Fri, 04/01
Check-out: Sat, 04/02)

Remove

Remove

Change Flight Search

From®

4. Click on Show details for the flight you are
interested in and check the flight details. Then

click Close.

©2016 JTB USA, Inc. All rights reserved.

Additional Information

You can adjust your search conditions via
Change Flight Search.
You are able to combine different airlines.

The prices are shown as Starting From;
this is a rough estimate of what the total
price will be. Depending on the outbound
flight you choose, total price will vary.

The final price is shown after clicking Price
these options.

NEW YORK, NY TO CHICAGO, IL Print / Email
FRI, APR 1 - SAT, APR 2
Hide maftrix
\\ =N A spirit
All American United Delta Spirit
43 results Airlines fox o2 leX o3 Airlines
¢
Nonstop 13 results 14 results 14 results 2 results
43 results

i Baggage Fee Policies

Shap by Fares || Shop by Schedule

You will see available unused tickets to you as you are searching for your flights. This feature is intended
to give you access to additional information that will help you make cost-effective decisions regarding
your travel plans. Please note that there may be some unused tickets that are not viewable online. Any
credit available from these tickets will be applied after your reservation has been submitted for
processing.

Need more flight options? - Try expanding your search window by increasing the number in the drop
down +-2

Show fare display legend

Sorted By: | Depart- Earliest ¥

| Outbound H Return |

New York, NY - Fri, Apr 1

Displaying: 43 out of 43 results. <<Previous 12345 Next>> | All

Carrier Depart Arrive Stops Class Seat Map

Economy

“ American Airlines 2302 LGA 05:592 =% ORD 07473 0

From:
$261.20

& ¢ 2h48m; Boeing 737-800; (Sabre)

| | ™ umited 2761 LGA 0600z =» ORD 07:33a 0 Fronomy [T |
From the flight details click Fare Rules if
you want to see fare information such as

conditions for refunds, penalties for ticket

changes etc.

Concur Travel automatically selects a
corresponding frequent flier program from
the profile, if available. If needed, add or
choose a different frequent flier program to
the flight under Frequent Traveler
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5. Choose your seats as explained on page 19

6. Click Select

Step 3: Select a Car

Additional Information

If you do not select a seat Concur will
assign a seat based on the Travel
Preferences section in your profile.

Policy information appears next to the
Reserve button. The Reserve buttons are
color coded as:

|‘a

e« A button indicates
the fare is within policy.
e A button indicates

the fare is outside of policy. If you
select this fare, you must enter
additional information which may
be sent to your manager,
depending on your company’s
settings.

e A redSelect button indicates the
fare is outside of policy. If you
select this fare, you must enter
additional information and wait for
manager approval. The trip will not
be ticketed until it is approved by a
manager.

e A greySelect button indicates you
cannot select this fare.

To see what policy rule is being violated
click Show details. For more details about
your Policy, please see Policy tab.

If you selected Pick-up/Drop off car at airport on the Flight tab, the car results appear after you

choose your flight.

1. From the car results page, select a rental car.

2. Select the appropriate rental car, and then click

Select.

3. If you want to add a GPS to your car reservation
check the box In-car GPS system at the

Review and Reserve Car page.

©2016 JTB USA, Inc. All rights reserved.

Additional Information

If you selected Automatically reserve
this car, Concur Travel will automatically
add your car and skip the car search results
page. After flight you will be immediately
directed to the hotel result page, if you
selected Find a Hotel

You can change the results’ sorting order
under Sort By.

Yellow diamonds indicate preferred
vendors.
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If you have a car program ID (Frequent
Traveler) number in your profile, the
number will be automatically added when

applicable.

At the Review and Reserve Car page
you can add a car program number or leave
message that will go directly to the vendor
at the Provide Rental Car Preferences.

3

Select a Hotel Remove Sorted By: | Palicy - Most Compliant v
Mights: 1
Chicage, IL Displaying: 46 out of 46 results. <<Previous 12345 Next>> | All
Check-in: Fri, 04/01, 200
Check-out: Sat, 04/02/;7 Economy Car (Szbre) & & + E-Receipt Enabled @ more info Budgel
Unlimited miles P 1
?:25-2Dtp9rt day Automatic transmission £
(Corporate rate) Total cost $89.86*
‘ select @
I =
Total Estimated Cost ~ .
Compact Car (Sabre) & & (+ E-Receipt Enabled @ more info Budgel
Air USD 271.20
TotalUSD 271.20 Unlimited miles
$26.20 per day Automatic transmission %
(Corporate rate) Total cost $89.86"
Change Car Search ~ ] Select @
2l
Car Display Filters ~ ) )
Intermediate Car (Sabre) @ @ + E-Receipt Enabled @ more info Budget
[ Unlimited miles
) o Unlimited miles o =N
LI Air conditioning 225'1 Dtpert dJaY Automatic transmission u
orporate rate,
] Hybrid Total cost $92.28*
Car Transmission 5
|| Automatic
) Manual Compact Car (Sabre) & ¢ 4 E-Receipt Enabled @ more info
$26.52 per dav Unlimited miles

©2016 JTB USA, Inc. All rights reserved.
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Step 4: Select a Hotel

If you selected the Find a Hotel option on the Flight tab, the hotel results appear after you choose your

rental car.

How to... Additional Information

1. Select a hotel You can change the sorting order under Sort
By.
You can sort the list of hotels by Preference,

2. Click more info to see more details of the Price, Rating, Distance and Policy.

hotel To search for a specific hotel property, enter the

property name, the first letters of the name or
the chain name in the With names containing
box.
On the left hand side you can also filter by Hotel
Chain and/or Amenities.
Checking a box will hide all hotels that do not
match the chain/amenities selected.

3. Click choose room to view room rates. Click on the picture of the hotel to bring up more

and larger pictures of the hotel.

Each of the hotels appears with its corresponding
number on the map at the top of the page.
Different colors indicate your company’s
preference rate. Preferred hotels are indicated

4. When you are ready to reserve your hotel with pink dots.

room, click the radio button next to the The Reserve buttons are color coded as follows:
desired room type, and then click Select. e A button indicates the
room is within policy.
e A button indicates the

room is outside of policy. If you select
this room, you must enter additional
information which may be sent to your
manager, depending on your company’s
settings.

e A redSelect button indicates the room
is outside of policy. If you select this
room, you must enter additional
information and wait for manager
approval. The trip will not be ticketed
until it is approved by a manager.

e A greySelect button indicates you
cannot select this room.

A grey or yellow diamond indicates that
the hotel property is company preferred.

©2016 JTB USA, Inc. All rights reserved. 24
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- ‘ more info | compare choose room #
|| Aloft Hotels (1) D
MIEEEEIE) 3. Best Western at O'Hare
|_| Candlewood Stes (1) f
10300 W Higgins Rd rom
(DI Rosemont, IL 60018-3818 ST $108
[ Comfort Suites (1) No Photos ©1.69 miles | view map
O Country Inn ) . rate this hotel
Check All | Reset
mere info | compare choose room »
Hotel Amenities ~
4. Holiday Inn & Suites Chicago...
- - from
|| Breakfast (37) 10233 W Higgins Rd o
] Broadband Internet (67) D %ﬁ???;?ré;ﬁ i[:g:.rsmap $1 09
|_| Business center (54} rate this hotel
Convention center (0)
[l Dry cleaning (49) more info | compare choose room »
[l Fitness center (57) .
o - 5. Four Points by Sheraton at O'Hare
Hotel amenities may change over time and
wnnot_:[t_ no:_lc;e. Not all hotels have provided their 10249 W Irving Park Rd % % from
amenities st Schiller Park, IL 60176 $1 09
9 1.97 miles | view map
rate this hotel
more info | compare hide rooms =
$1 Og 2gueen:flexible Rate - Roll-in Showerfour Comfort Bed free Wi-fi And Bottled -
Water:accessible:ada Requirements (Rate Code: W2QBZF) (Sabre) B
$1 Og 2queen:flexible Rate - Traditional Non-smoking four Comfort Bed:free Wi-fi And Bottled Water free
Access To (Rate Code: J2QBZF) (Sabre)
$1 09 2gueen Jtbjtb - Traditional Non-smoking:four Comfort Bed:free Wi-fi And Bottled Waterfree
Access To (Rate Code: J2QUTB) (Sabre)
— M
‘ Rate details / Cancellation policy ‘
Select §
5. Review the information on the Rate On the Rate details/Cancellation policy
details/Cancellation policy pop-up window, pop-up watch for information on when the
. . - ’ . . . .
click to agree, and then click Continue. room’s cancellation deadline is. To avoid

penalties, cancel within the cancellation
policy and avoid booking deposit required
rates.

©2016 JTB USA, Inc. All rights reserved. 25
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ACCEPT RATE DETAILS AND CANCELLATION POLICY

Flease review the rate details and cancellation policy provided by the hotel

The hotel provided the following information:

RATE: USD 109.00
TOTAL RATE: 122.08 USD
EXTRA FERSON: 310.00

CANCEL 1 DAY S PRIOR TO ARRIVAL
1 DAY S-PRIOR 1 NTS PEMNALTY
-TEMAY 11 - END MON-SUM

GUARANTEE REQUIRED FOR LATE ARRIVAL

*| agree to the hotel's rate rules, resfrictions, and cancellation policy.

m Reserve Hotel and Continue

Step 5: Complete the Reservation

1. Review the details of the reservation on the
Trip Overview screen, and then click Next.

2. On the Trip Booking Information page, enter
your trip information in the Trip Name and
Trip Description fields.

3. If you want to hold your trip, click Hold Trip
If you want to confirm your trip, click Next.

4. On the Trip Confirmation page Click Confirm
Booking or Purchase Ticket to finalize your
trip.

©2016 JTB USA, Inc. All rights reserved.

Additional Information

You can still make any changes to your
reservation before submitting it. If you
want to add any arrangement to your trip,
click on the appropriate icon in the top
right corner under Add to itinerary

The trip name and description data are for
your record keeping. If you enter a name
for your trip here, this trip name will be
displayed under Upcoming Trips on your
Concur Home.

If you hold your trip, you can hold your
itinerary for as long as the date and time
indicated with You may HOLD this
reservation until above the hold button.
Air fares are not guaranteed until ticketed.

If your reservation needs approval or if you
are booking only a car or hotel without air
the button will read Confirm. If your
reservation contains air or rail and does not

26
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5. Check if the screen changes to an
announcement starting with Finished! to make
sure your trip is submitted.

Finished!

You have successfully booked your trip!

Trip Record Locator : EHYHLN

Trip Booking Information

The trip name and description are for your record keeping convenience.

need approval the button will read
Purchase Ticket.

Your reservation will be cancelled after 6
hours if you do not confirm your
reservation.

When the screen announces:

Finished! You have successfully
booked your trip! Trip Record Locator:
XXXXXX

Then you are sure your reservation has
been submitted and finalized.

To cancel press the Cancel button. All
arrangements in your itinerary will be
cancelled.

Trip Name Trip Description (optional)
This will appear in your upcoming trip list. Used to identify the trip purpose

Trip from Mew Yaork to Chicago

Send a copy ofthe confirmation to: @

Send my email confirmation as
o HTNL () Plain-text

With my email confirmation...

Do notinclude directions to hotels with email *

You may HOLD this reservation until: 02/02/g== 05:00 pm Eastern

©2016 JTB USA, Inc. All rights reserved.
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6. If you have a program with air, hotel, or car You can add programs by selecting “Add a
agency, make sure to select the appropriate Program”
program to obtain points/miles/

ENTER DRIVER INFORMATION

Ensure the name below matches the 1.D. you have with you on the day of pick-up. @

Driver Edit | Review all
Name: = ¢ M Phone: . .7 =

Rental Car Agency Program add a Program
Mational — 12345678

Mo Program selected
National — 12345678

REVIEW PRICE SUMMARY

Description Daily Rate Dates Total
National Car Rental 557.50 582.84%
In-car GPS system Price varies

Total Estimated Cost : $82.84
Total Due Now: $0.00**

* Rental provider's estimated amount. Exact fees unknown. Does not include additional fees incurred during time of fravel.
Does notinclude cost of GPS.
** Remaining amount due at rental location.

Section 5: Single Type Reservation

You can book a Car / Hotel / Rail only by using the corresponding tabs on the travel wizard.

Step 1: Book a Car only

1. On the My Concur or Home page, click the
Car tab

2. Enter the Pick-up date and Drop-off date.

3. Select Airport Terminal and enter an airport If you choose Off-Airport, click on the
name if you want to pick-up a car at the airport. Search link next to the text box or click on
Select Off-Airport and enter a place name if the text box to bring up a pop-up window
you want to search for rental car locations not to choose your location.

located at an airport.

Enter a center point for your search from
the following options:

©2016 JTB USA, Inc. All rights reserved. 28
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4. If you want to return the car to a location
different from your pick-up location, check
Return car to another location and enter a
return location.

5. Click Search.

Follow the instructions on screen to choose a car
and complete your reservation.

o

Booking for myself | Book for a guest

g O

Insurance should be declined in the United States.

A
£ =5 = =

Car Search
Pick-up date Drop-cff date
1200pm ¥ 1200pm ¥
Pic k-up car at
* Ajrport Terminal Off-Airport

Please enter an airport.

Return car to ancther location

p More Search Options

©2016 JTB USA, Inc. All rights reserved.

e Airport

e Address

e Company Location

e Reference Point / Zip Code

Enter a radius in miles or kilometers, and
then click the Search button. A list of
available locations to choose from will
come up.

For more details on how to continue with
your car reservation, see page 22-23.
For more detail on how to finish your
reservation, see page 26-28.
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Step 2: Book a Hotel only

1. On the My Concur page, click the Hotel tab on
the left side of the page.

2. Enter the Check-in Date and Check-out
Date.

3. Enter the location of the hotel

4, Click Search.

5. Follow the instructions on screen to choose a
hotel room and complete your reservation.

a Booking for myself | Book for a guest

£ = g O

Hotel Search

A

Check-in Date Check-out Date

L,

Fird hotels within

Distan[:&Un'rts| miles ¥ |of

L) Airport ) Address
) Company Location % Reference Point / Zip Code

Reference Point / Zip Code
(e.g. "Statue of Liberty’, "90210° or "Alexandria, VA’

| With names ¢ontaining: |

|| Add Ancther Hotel

©2016 JTB USA, Inc. All rights reserved.
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Additional Information

You can search for a location by:
e Airport
e Address
¢ Company Location
e Reference Point / Zip Code

For more details on how to continue with
your hotel reservation, see page 24-26.
For more details on how to finalize your
reservation, see page 26-28.
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Step 3: Book a Limo only

6.

10.

11.
12.

On the My Concur or Home page, click the
Limo tab

Select Vehicle type as “Sedan”
Enter the Pick-up date and Drop-off date.

Select Airport Terminal and enter an airport
name if you want to pick-up a car at the airport.
Select Off-Airport and enter a place name if
you want to search for rental car locations not
located at an airport.

If you want to return the car to a location
different from your pick-up location, check
Return car to another location and enter a
return location.

Click Search.

Follow the instructions on screen to choose a car
and complete your reservation.

©2016 JTB USA, Inc. All rights reserved.

| 3

Additional Information

If you choose Off-Airport, click on the
Search link next to the text box or click on
the text box to bring up a pop-up window
to choose your location.

Enter a center point for your search from
the following options:

e Airport

e Address

e Company Location

e Reference Point / Zip Code

Enter a radius in miles or kilometers, and
then click the Search button. A list of
available locations to choose from will
come up.

For more detail on how to finish your
reservation, see page 26-28.
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& Booking for myself | Book for a guest

£ = = = 8 O
Ground Search

Vehicle type | Sedan ¥

Pick-up date H 09:00am v

[ HourlyRide 2+

—Pick-up Location
(@) Airport () Company Location
() Address () Preferred Hotel

() Home

Airport

—Drop-off Location
(@) Airport () Company Location
() Address () Preferred Hotel

() Home

Airport

Step 4: Book a Rail (Amtrak) only

1. On the My Concur or Home page, click the
Rail tab on the left side of the page.

©2016 JTB USA, Inc. All rights reserved. 32
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& Booking for myself | Book for a guest

£ =5 = = 8 ©
Rail Search

"'.i?"—_ = Amtrak

* Round Trip One Way Multi- Segment

Departure Station

Arrival Station

Departure
Maorning T

Return
Afternocon ¥

Search rail by (& Price Schedule

Select the Trip Type.

e Round Trip

e One Way

e  Multi-Segment

In the Departure Station and Arrival Station

fields, enter the begin and end stations for your
trip.

Click in the Departure and Return date fields,
and then select the appropriate dates from the
calendar.

Click Search.
Select the train you would like to reserve, click

the Wkish’B b tton and choose a fare.

Click Bl pytton.

©2016 JTB USA, Inc. All rights reserved.

When you type in a city, airport name,
airport code or station name, Concur
Travel will automatically search for a
match.

You can choose from Morning,
Afternoon, Evening, Anytime or select
a specific hour. Concur Travel searches
before and after the time you have
specified in a range from 2 up to 12 hours.
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8. Enter your rewards number if you have one.

9. Select a ticket delivery method.

Amtrak ticket example — select a method how to
receive your actual tickets.

\'q““"““_'.‘ L HE]AIH DUHIHUBIP] nese o _"

JADAM BISHOP

“070ct11/11: nesznvsb COACH SEAT DOWEASTER ONE-WAY SPECIAL FARE VA
BOSTON, MA TO PORTLAND,ME
mo t1 @ RESERVED SEAT DOMERSTER Ghe i FARE VA
PORTLA| TO BOST P (&

])

——— WA TERS AND CODITIONS APPLY.

TEVICKET [ I nm RO EXCHMNGE FEES WAY APPLY
DOCUMENT |y e ‘
"HAS"Ho ID REGD ON BOARD

Wl b ma(q TRAVEL OOCARENT | RGN

10. Select a method of payment.
11. Click Reserve Rail and Continue.

12. Enter the necessary information under the Trip
Booking Information page, and click Next.

13. Click on Confirm Booking to finish the booking
process.

©2016 JTB USA, Inc. All rights reserved.
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Rewards Program

Amitrak Guest Rewards Mumber

Quik-Trak:

You will receive a confirmation email
directly from Amtrak. At a Quik-Trak kiosk
located at major Amtrak stations you can
pick up your actual tickets (see example on
right) by scanning the barcode on your
printed confirmation page. The Quik-Trak
kiosk will print your actual tickets and you'll
be on your way.

Ticket Counter:

You will receive a confirmation email
directly from Amtrak. You can pick up
tickets at the ticket office of any staffed
Amtrak station. Show your printed
confirmation page and a photo ID to the
staff at the ticket counter. They will print
your tickets and you'll be ready to board
the train.

Electronic:

You will receive your e-ticket in an email
directly from Amtrak. When boarding the
train bring a print out of your e-ticket or
bring a mabile device that can display the
confirmation from Amtrak in PDF format.
Also bring a photo ID to prove you are the
passenger listed on the e-ticket.

See page 26-28 for more details on how to
complete the reservation.
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Section 6: Add a Flight, Car Rental, or Hotel Reservation

If the status of your trip, listed under Trip Library, does not say Ticketed you can add any arrangement
you like to your trip. After the status of your trip has changed to Ticketed you can still add hotels and

cars.
1. On the My Concur or Home page click the You can also add a frequent flyer program
View Trips or My Trips link to access the Trip after finalizing your reservation.
Library

2. Under the Trip Library, click on the name of the
trip (displayed in blue as a link) you want to add
an arrangement to.

Trip Library

Search value Date Range

Dates To Use:
Include withdrawn trips
# Booking Dates () Travel Dates i 03402 h e m

Trip Name/Description Status Date Booked Start Date End Date Action

Trip from Mew York to Los Angeles (UBROFR) Confirmed 0302/, 04724 0424/ Cancel Trip

©2016 JTB USA, Inc. All rights reserved. 35
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Trip Overview

| want to...

Print Itinerary

Start Date: Apr 24, ="

End Date: Apr 24, [
Jiew Trip History X
Create Template Created: Mar 2,
Clone Trip Description: (No Description Available) Ed1)

Share Trip
Carrc el é',me Trip Agency Record Locator: UBROFR
Passengers: William Never

Total Estimated Cost: $163.10 USD (Detais

E-mail Itinerary
Open in Outiook

Trip Name: Trip from New York to Los Angeles =44

William Never (Modified: Mar 2,

Add to your Itinerary

Oz @
LY e Ground

Airfare must be ticketed by an agent by: 03/03/75 5:00

PM Eastern

Reservations

Friday, April 24, 2015

Q Flight

United 441

Departure: 06:00 AM

Seat: 34F (Confirmed) &/ Change Seat
John F Kennedy Intl (JFK)

Terminal: 7

Duration: € hours, 16 minutes

Nonstop

Arrival: 09:16 AM
Los Angeles Intl (LAX)
Terminal: 7

Additional Details
Aircraft: Boeing 757-200
E-Ticket

Cabin: Economy (G)

0 Add to your Itinerary

3-A To enter your search conditions from scratch
click on the icon corresponding to the
arrangement you want to add under Add to
your itinerary in the top right corner.

4. A simplified search wizard will pop-up, enter
your or modify the search conditions

5. Click Search

3-B To add an itinerary following an existing
arrangement click Add to your itinerary under the
portion of the trip you want to add on to.

©2016 JTB USA, Inc. All rights reserved.

New York, NY (JFK) to Los Angeles, CA (LAX)

Cancel all Air

Confirmation: NTWOIMW
Status: Confirmed

Distance: 2461 miles

Meal: Food for purchase

Also you can select the portion of the trip
you want to add to on Trip Overview.

By adding under an existing arrangement,
Concur will automatically pick up the dates,
times and location of the existing
arrangement. You are able to change the
search conditions before searching.
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Section 7: Cancel or Change a Flight, Car Rental, or Hotel
Reservation

If the status of your trip indicated under View Trips or My Trips is not Ticketed, you are able to cancel
entire trips or parts of trips.

When you are not able to cancel you flight online, please contact your JTB USA reservation center.
Some companies are allowing cancellations after ticketing. If you would like to know more about your
company'’s settings please inquire to JTB USA.

Cancel an entire Trip Additional Information
1. On the View Trips or My Trips link, click You can also go to the Upcoming Trips
Cancel Trip in the Action column. tab, click on the name of the trip

(displayed in blue as a link), then on the
Trip Overview page choose Cancel
Entire Trip from the menu.

I want to...

Erint

E-rmail linerary
Wieny Trip Histony
Create Template
Clone Trip

Share Trip
Cancel Entire TTip

2. Check all details on the pop-up message.

3. Click OK.

4, If you are cancelling a hotel, please make sure a Usually if your trips status says Ticketed
cancellation number is returned. If no you are no longer able to cancel your flight
cancellation number is returned, please contact through Concur.

JTB USA.

You are able to cancel or change hotels
and cars reservations until the cancellation

deadline decided by the vendor. If you
cancel your reservation when the free
cancellation deadline has passed a penalty
up to the entire cost of the stay may be
charged.
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Trip Library

Search value Dates To Use: Date Range
0o = no Include withdrawn trips
® Booking Dates () Travel Dates |09/02T#4 || 03/02 ; . m
Trip Name/Description Status Date Booked Start Date End Date Action
Trip from New York to Los Angeles (UBROFR) Confirmed 03/02/2% 0424/ 04724/ 5w Cancel Trip
Cancel part of a Trip Additional Information

1. On the View Trips or My Trips link, click on
the name of the trip (displayed in blue as a link).

2. On the Trip Overview page click cancel, Changef] Cancel all Air

indicated next to the part of the trip you want to

cancel If you are cancelling a hotel, please make
3. Check all details on the pop-up message. sure a cancellation number is returned. If
4. Click OK. no cancellation number is returned, please

contact JTB USA.

Change part of a Trip Additional Information

1. On the View Trips or My Trips link, click on
the name of the trip (displayed in blue as a link).

2. On the Trip Overview page click Change, _
indicated next to the part of the trip you want to M
cancel

3. A simplified search wizard will pop-up; modify
the search conditions.

4. Click Search For more information on booking each
5. Complete your reservation as described on page arrangement type (hotel, car, air, rail)
26-28. please review pages 13-28.
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Section 8: Travel Action Buttons and Icons

Button/Icon Description ‘

Airfare: Click to view your airfare booking information.

Car Rental: Click to view booking information for your car rental.

Hotel: Click to view your lodging booking information.

Ground Service: Click to view your ground service booking information.

Flight Status: Click to view your flight status information.

Reserve: Reserves the selected trip details.

Select Reserve: Reserves the selected trip details.

Reserve: Reserves the selected trip details. The rate is outside of policy.

Reserve: Reserves the selected trip details. The rate is outside of policy and

Select
A will need approval before the itinerary is ticketed.

Seat map: Click to view the flight seat map.

HIEIC&mErEm*h}

Yellow Diamond: Indicates a company preferred vendor.

-ﬂ- Quick Help: Click this icon to pop-up help about the indicated topic
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