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Overview

If you need to book official Rutgers-related travel, use the Rutgers Online Booking Tool
to book air, train, car rental, and hotel reservations. The booking tool, which is
powered by SAP Concur, provides access to preferred suppliers, negotiated discounts,
and reservation pre-payment capabilities.

When you book using the Rutgers Online Booking Tool, you will not be required to pay
out of pocket expenses for the following:

* Airfare and train (Amtrak). Does not include ancillary fees like checked baggage,
paid seat assignments, Wi-Fi, etc.

* Carrental (coming soon). Will not include fuel or other ancillaries.

This guide outlines how to get started in the Rutgers Online Booking Tool, how to book
travel, and the trip approval process for travelers and approvers.




Accessing the Rutgers Online Booking Tool
(SAP Concur)

You are not required to take any action to create your traveler account. Accounts are
created automatically via animport file from Rutgers University’'s Human Resources
database.

To access the online booking tool, go to the myRutgers Portal, click the My Apps tab,
and click the Rutgers Online Booking Tool tile.

Depending on your View in the My Apps portal, the tile can be found under Finance
and Purchasing, Transportation and Travel, or Procurement.

Please contact RUTravel@finance.rutgers.edu if you are not logged into the site
automatically through single sign-on.
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Establish/Update Your Traveler Profile

Before booking travel for the first time, all travelers and travel arrangers will need
to save their traveler profile.

Use the traveler profile options to set or change your personal travel preferences
and settings. They include:

* Personal information (name, address, emergency contact, credit card)
* Registerfor SAP Concur for Mobile

* Travel preferences (air, hotel, car rental, rail preferences)

* Frequent traveler programs (frequent flyer, hotel rewards, etc.)

* Known Traveler Numbers (Global Entry, TSA Pre-Check, etc.)

* Assistants and travel arrangers

* Email options

* Other preferences and settings (language, calendar, emails, accessibility mode)

All profile fields marked [Required] must be completed to save your profile.
Those fields include: your full name as it appears on your government-issued ID;
work, home, and mobile phone numbers; gender as it appears on your
government-issued ID, and date of birth.

Contact Information

Work Phone[Required™] Worl Extension Work Fax

Home Phone[Required]

T tteT Phone

Mabile Phone Country/Region Mobile Phone[Required]

A\

Save

If you have questions related to any of the fields on the profile page, contact
RUTravel@finance.rutgers.edu.
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To access your profile information:

1. Click Profile > Profile Settings.
The Profile Options page will

appear.

2. Select the appropriate option under Profile Options or from the links on the left

Profile -

Michael Scott Philips

Profile Settings Sign Out

-~
A. Acting as other user 9

Act on behalf of another user
Act as user in assigned group (Proxy)

® Book travel for any user (Self-assign)

side of the page.

The Personal Information link is where you will find the [Required] fields that must

be completed prior to booking travel.

SAP Concur [C]

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequeni-Traveler Programs
Assistants/Arrangers

Other Settings

System Seftings

Connected Apps

Concur Connect

Change Password

Travel Vacation Reassignment
Concur Maobile Registration
I'm Assisting

Travel Approvals

Profile Personal Information

Reporting~ App Center

Change Password System Seftings

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emejgency contact information.

Company Information
Your company name and business address or your remote
location address.

Credit Card Information
You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences

Change Password
Change your password

Concur Maobile Registration

New Theme (i

Travel Vacation Reassignment

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?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

Concur Mobile Registration
Set up access to Concur on your mobile device

Administration* | Help~

- 9
Profile -




Booking a Flight

From the home page, use the Air/Rail + tab to book a flight by itself or with a car
rental and/or hotel reservation. To book carand hotel reservations without a flight,
use the Hotell== and Car = Search tabs, respectively. To book Amtrak, use the
Trair Q Search tab.

You can access the Air/Rail *fg tab by clicking Travel or the SAP Concur logo on the
home page. The search tabs are on the left side of the page.

Travel Arrangers Trip Library Templates

& Booking for myself | Book for a guest

X8 =2 =&

Mixed Flight/Train Search

Round Trip One Way Multi City
From @

Departure city, airport or train station
Find an airport Select mulfiple airports

To @
Arrival city, airport or train station

Find an airport Select multiple airports

Show More

Step 1: Start the Search

1. Select either the Round Trip, One Way, or Multi City search options.

2. Inthe Departure City and Arrival City fields, enter the cities for your travel.
When you enter a city, airport name, or airport code, the online booking tool will

automatically search for a match.

Use the Find an airport and Select multiple airports links as needed. Click in the
Departure and Return date fields, and then select the appropriate dates from the
calendar. Use the remaining fields in this section to define the appropriate time

range.



D Pick-up/Drop-off car at airport
[_] Find a Hote!

3. Ifyou need a rental car when you arrive to your destination, click the Pick-
up/Drop-off car at airport check box.

4. Ifyou need a hotel, click the Find a Hotel check box.

Additional fields will appear. Choose to search near an Airport, Address,
Company Location, or Reference Point / Zip Code, and then enter the
appropriate information in the available fields.

Before booking, canceling, or changing your hotel reservation, verify the hotel's
cancellation policy.

Step 2: Select aflight
On the Flight Search results page:

1. The default search setting is to Search by Schedule. When this option is selected,
the Depart tab is initially active and departure flights are sorted in order of
departure time. Once a departure flightis selected, the Return tab is active and
return flights are sorted in order of departure time.

2. Ifthe Shop by Fares tabis selected, the Depart and Return tabs are not active
and flights options are sorted by price starting with the least expensive.

3 N Print/
’i‘g Select Flights or Trains Hide matrix rint / Email

Round Trip . = | A * (5 ) i
DFW - PHX A Americar United Delta Multiple Alaska From
Depart: Mon, 07/20/2020 108 results Airlines Airlin
Return: Thu, 07/23/2020
Nonstop -
Selecta Car Remove its
Pick-up: Mon, 07/20/2020 ":“_‘ . 31 results 6 results 16 results 6 results
Drop-off: Thu, 07/23/2020 S results
stog ~ s ~ .
Select a Hotel Remove
Nights: 3 S B y
Phoenix, AZ Shop by Fares Shop by Schedule
Check-in: Mon, 07/20/2020
Check-out: Thu, 07/23/2020 Depat  Refurn

Some carriers cannot be combined in the same itinerary; for example, you cannot
select Southwest Airlines for your departure flight and Delta Airlines for your return
flight. You will be alerted to this during the booking process if applicable. If the
flights that best meet your needs fall into this category, you will need to book two

separate one-way reservations.
7



3. Once flights are selected, click the View Fares button and select the

appropriate fare to continue.

Selected Fare

R
06:07a EWR ~ 08:51aMCO  Nonstop 2h 44m 5540 1¢
10:40a MCO - 01:20p EWR  Nonstop 2h 40m

Preferred Airline for Ruigers University Show all details

On the Review and Reserve Flight page, review the flight details for your trip.

On the Review and Reserve Flight page, you can review your flight details,
review price summary, select your frequent flyer program, and select your
seatassignment.

If your selected carrier allows for pre-reserved seats, click View seat map to
select your seats. Select any Available seat from the Seat Map. Preferential and
Paid Preferential seats can only be selected by travelers with the appropriate
frequent flyer status. If you select this type of seat and are not eligible, the airline
will move your seat. These seats can only be purchased directly through the
airline’s website after you have completed your booking.

Seat Map

American #520, Airbus Industrie A321, Dallas/Fort Worth Inti Airport (DFW) - Phoenix Sky Harbor Intl Airport (PHX)
Seat assignment is subject to change up unfil time of departure

[l Available [[] occupied or Unavailable [ selected A Exit row No seating @
B Preferential @ [ preferential
[ Paid preferential @ (] Paid preferential

6. Click Reserve Flight and Continue.




Step 3:Select arental car

If you requested a rental car on the Air/Rail Search, the rental car search results
appear. For information about booking a rental car, see Booking a Rental Car.

Step 4: Select a hotel

If you requested a hotel on the Air/Rail Search, the hotel search results appear. For
information about booking a hotel, see Booking a Hotel.

Step 5: Review the Travel Details page (itinerary)

1. On the Travel Details page, review and change your itinerary, if necessary.
2. Inthe Trip Overview section:

* Review the information for accuracy.

* Inthe I want to section, print or email your itinerary as appropriate.

* Inthe Add to your Itinerary section, add a car, hotel, etc., as needed.

Reporting + App Center . .

Profile ~

mplates Tools Concur XA

Travel Details

TRIP OVERVIEW

I want to... Trip Name: Trip from Newark to Orlando o Add to your Itinerary
Print Iinarary

E-mail Itinzrary Start Date: April 17. 2022 @ Car @ Hotzl
End Date: April 22, 2022

Created: January 13, 2022, Michael Philips (Modified: January 13,
2022)

Description: (No Description Available) v
Agency Record Locator: LFD3NM
Passengers: Michael Scott Philips

Total Estimated Cost: $1,361.02 USD Daisie)

o This trip requires approval
The deadline for approval is: 01/14/2022 9:55 PM Eastem

Change frequent fiyer program

3. Reviewthe Total Estimated Cost section.

4. Click Next.

5. The Trip Booking Information page appears.




Step 6: Review the booking information

Use the Trip Booking Information page to enter additional information about your

trip:

Trip Summary

(v ) Finalize Trip
v Review Travel Details

Enter Trip Information
Submit Trip Confirmation

Trip Booking Information

The trip name and description are for your record keeping convenience. If you have any special requests for the travel agent, please enter them into the agent comments section

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

Trip from Newark to Orlando

Comments for the Travel Agent (opfional)
Special Requests may incur a higher service fee. Send a copy of the confirmation to- €

Send my email confirmation as
4] @HTML OPlain-text

Business Purpose (Conference, Research, Donor Visit, Etc ) [Required] Is this trip being charged to a project, for example, a grant or research fund?
(Yes/No) [Required]

~
You may HOLD this reservation until: 02/17/2022 11:55 pm Eastern

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

pspiyp | roa Garer

1. Enter or modify your Trip Name. This is how the trip will appear on your itinerary
and in the automated email from SAP Concur.

2. Enter a Trip Description (optional).

3. Indicate if there is anyone else who should receive the initial confirmation email.
Enter as many recipients as needed, separated by commas. If you book the trip,
you will automatically receive the email.

4. Enter Comments for the Travel Agent. Adding a note to this section will flag your
itinerary to be reviewed by the travel agency prior to being finalized. Itineraries
are only reviewed during normal business hours, so be cautious when adding
notes to this section for urgent bookings.

If you have an unused ticket from a previously cancelled reservation, add a note to
the Comments for the Travel Agent section requesting the unused ticket be applied
to the new reservation.

10



5. Enter a Business Purpose. This is a required field that should include the reason
for travel. This section will be reviewed by your business office during the
approval process.

6. Answer Is this trip grant funded or being charged to a project? If your trip is
grant funded or being charged to a project, select Yes. Enter the associated 6-
digit Project number and 3-digit Task number, then skip to step 8 below. If you
select No, skip to step 7 below.

7. Answer Will charges for this trip be allocated to your default
Unit/Division/Department? If you select Yes, no additional information is
needed. If you select No, you will need to enter a Unit, Division, Org, Location,
Fund Type and Business Line.

If you do not know the answers to questions 6 or 7, please contact your unit’s
business office.

8. Click Next.

The online booking tool displays your itinerary on the Trip Confirmation page. This
itinerary will include any messages about ticketing policies.

Trip Confirmation

Trip Summary

Reminder: All hotel reservations should be made using Concur or by contacting Direct Travel. Exceptions are only made for hotel bookings

TN
(%) Finalize Tri
N~ P associated with conference/convention room blocks and Airbnb.

v Review Travel Details
v Enter Trip Information
Submit Trip Confirmation To COMPLETE BOOKING, please press the "Confirm Booking" Button after reviewing this page.
To CANCEL, press the Cancel button.

After you complete this booking, it will be reserved: however, it will not be ticketed until it is either approved by your company or the ticketing deadline
is about to expire.

TRIP OVERVIEW

Trip Name: Trip from Newark to Orlando

Start Date: April 04, 2022

End Date: April 08, 2022

Created: February 16, 2022, Michael Philips {Modified: February 16, 2022)

Description: (No Description Available)

Is this trip being charged to a project, for example, a grant or research fund? (Yes/No): Yes
Project ID (6-digit number): 865967

Task (3-digit number): 800

Business Purpose (Conference, Research, Denor Visit, Etc.): Annual XYZ Conference
Agency Record Locator: VPQOTW

Passengers: Michael Scott Philips

Total Estimated Cost: $255.76 USD

This trip requires approval
The deadline for approval is: 02/17/2022 9:55 PM Eastern

Agency Name: Direct Travel (Rutgers University)

11



Step 7: Purchase the ticket

1. Click Confirm Booking toinitiate the approval process.

2. The Finished! screen shows your confirmation number. A finalized version of
your itinerary (Invoiced Direct2U Itinerary) will be emailed once your trip has

been approved and the ticket has been purchased.

Review the Trip Approvals section of this user guide for more information regarding

the approval process.

° Finished!

Finished!

You have successfully booked your trip!

Trip Record Locator : LFD3NM

Trip Summary

The itinerary will be ticketed unless your travel manager rejects the trip.

“four itinerary has been saved. Direct Travel (Ruigers University) will service your itinerary.

Please Note: Fares are not guaranteed until tickets are issued and are subject to change without nofice
Airfare must be ticketed by: 01/14/2022 11:55 pm Eastern

Travel Contact Information

TRIP OVERVIEW

Trip Name: Trip from Mewark Liberty Intl Airport, Newark, NJ to Orlando Intl Airport, Orlando,
Start Date: April 17, 2022

End Date: April 22, 2022

Created: January 13, 2022, Michael Philips (Modified: January 13, 2022)
Description: {No Description Available)

Is this trip grant funded or being charged to a project?: Yes

Project: 865967

Task: 00

Business Purpose (Conference, Research, Donor Visit, Etc.): X2
Agency Record Locator: LFD3MNM

Passengers: Michael Scott Philips

Total Estimated Cost: $1,361.02 USD

This frip requires approval.
Trip will be approved automatically unless Michael Scott Philips rejects it before the deadline:

Agency Name: Direct Travel (Rufgers University)

FL

: 01/14£2022 9:55 PM Easlern

Flight Newark, NJ (EWR) to Orlando, FL (MCO)

o

Unitad 800

Confirmation: MVXKHH
Status Confirmed
Air Frequent Flyer Number: UA-FGELTTTLI

Departure: 06:07 AM
Mewark Liberty Intl Airport (EWR)
Terminal: C

Arrival: 08:51 AM
Orlando Int Airport (MCO)

Additional Details
S

RESERVATIONS
Sunday, April 17, 2022

‘ Seat: 31D (confirmed)




Booking a Train (Amtrak)

From the Travel home page, select the Train Q Search tab.

You can access Train Q Search tab by clicking Travel on or the SAP Concur logo on
the home page. The search tabs are on the left side of the page.

& Booking for myself | Book for a guest

X2 = = R

Train Search (amirax;

Round Trip One Way

From
Departure city or train station

To
Arrival city or train station

Departure

| 09:00 am v
Return

m 03:00 pm ~

Step 1: Start the Search

4.

Multi City

Select either the Round Trip, One Way, or Multi City search options.

In the Departure city or train station and Arrival city or train station fields,
enter the departure and arrival information for your travel.

Enter the dates and times for your travel.

Click Search.

Train content in the online booking tool is limited to routes historically used for
business travel. If you are unable to find your departure or arrival train station,
please reach out to RUTravel@finance.rutgers.edu for assistance.

13
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Step 2:Select atrain
On the Train Search results page:

1. The defaultsearch setting is to Search by Fares. When this option is selected, the
Depart and Return tabs are not active and train options are sorted by price
starting with least expensive.

2. Ifthe Shop by Schedule tab is selected, the Depart tabis initially active and
departure trains are sorted in order of departure time. Once a departure train is
selected, the Return tabis active and return trains are sorted in order of
departure time.

3. Oncetrains are selected, click the fare to continue.

e
All Amtrak
2 resulis Regiona
Nonstop 52.00
2 results 2 results

Shop by Fares Shop by Schedule

Notice:

Basic Economy fares have been excluded from availability due to their restrictive nature. Please email RUTravel@finance rutgers edu with any
questions.

— - Displaying: 2 out of 2 results
a imber Searc
rain Number Search Q Sorted By: | Price - Low to High v

__ Amtrak 06:42a 09:33a Direct 2h 51m

-
Regional 7 45, 09:59a Direct 2h 44m

ROUND TRIP: NEW BRUNSWICK TO WASHINGTON - UNION STATION

Show all details v

4. On the Review and Reserve Train page, review the flight details for your trip.

5. Click Reserve Train and Continue.

Step 3: Complete the booking

Review the Travel Details page (itinerary), review the booking information, and
purchase the ticket as outlined in Steps 5-7 of the Booking a Flight section.

14



Booking a Rental Car

Step 1: Search for your Car

If you require a car but not airfare, from the home page, request the car using the
Car = tab instead of the Air/Rail ta tab.

1.

2.

Enter your pick-up and drop-off dates and times.
In the Pick-up car at section, select either:

* Airport Terminal, and then type the city or the Airport code.

* Off-Airport, and then enter (or search for) the location. Depending on
your company's configuration, you may be able to have a car delivered to
or picked up from your company location.

Select the Return car to anotherlocation check box, as needed. If you want to
return the carto another location, additional fields will appear. Select either
Airport Terminal or Off-Airport, and then enter the appropriate location.

To see additional search preferences, click More Search Options.

Select the Car Type.

Select all your preferences, and then click Search. The rental car search results
appeatr.

Step 2: Review the results

1.

2.

3.

Review the price and options.

Click the picture of the car (if available) to see a larger picture as well as
passenger and luggage capacity.

Click Location details for more information about the available options.

15




Step 2: Select the rental car

1. Click the Total cost button. The Review and Reserve Car page appears.

2. Review the details foraccuracy.

3. Select arental car program, as needed.

4. Click Reserve Car and Continue.

If you requested the car using the Air/Rail tab, and you elected to reserve a hotel
room, the Hotel results page will display.

SAP Concur Travel

Travel Arrangers Trip Library

Trip Summary

© Flights Reserved
Round Trip

EWR - MCO
Depart: Sun, 04/17/2022
Return: Fri, 04/22/2022

\ =) Selecta Car
Pick-up: Sun, 04/17/2022
Drop-off: Fri, 04/22/2022

Select a HotelR®move
Mights: 5
Orlando, FL

Check-in: Sun, 04/17/2022
Check-out: Fri, 04/22/2022

° Finalize Trip

Total Estimated Cost

Air

T

Approvals Reporting ~ App Center

Templates Tools Concur XA

Notice:

Administrationv | Helpw

Profile ~ &

Enterprise and National are Rutgers' preferred suppliers, and our contracted rates include Damage Waiver and Liability insurance coverages
domestically and intemationally. We have limited search results to Enterprise and National to ensure the required coverages are included without
additional costs. If Enterprise or Mational are not available, or if you have any questions, please email RUTravel@finance rutgers edu

PICK UP: (MCO) ON SUN, APR 17 08:51 AM
RETURN: FRI, APR 22 10:40 AM

Hide matrix  Print / Email

All Economy Compact Intermediate
22 resulis
ftorprise)
24582 24582 253.87

Most Preferred
=
245.82 245.82 253.87
Mast Preferred

Displaying: 4 out of 22 results. @

Automatic transmission

Unlimited miles, Pick-up: Terminal: MCO
Adults- 4, Large bags: 1, Small bags: 2@
(Corporate rate)

$181.50 weekly rate

Most Preferred Car Vendor for Rutgers University

Intermediate Car - $30.25 per day (Apollo)

Show as| USD + |

Mini Premium Luxury
419.79 49561
419.79 495.61 1,001.88

Sorted By: | Policy - Most Compliant  +

Total cost
$253.87

Location details

16




Booking a Hotel

Step 1: Search for your Hotel

1. If you require a hotel but not airfare, from the home page, click the Hotel =
tab.

2. Enter the Check-in and Check-out Dates (or clickin the fields to use the
calendar).

3. Enter the search radius.

4. Choose to search near an Airport, Address, Company Location, or reference
Point / Zip Code, and then enter the appropriate information in the available
fields.

5. If you will be using more than one hotel on your trip, select the Add Another
Hotel check box.

Additional fields will appear. The Check-in Date field for the second hotel is
automatically populated with the check-out date of the first hotel. Change the date,
as necessary.

6. Click Search. The hotel search results appear.

A credit card must be added to your profile for the purpose of making hotel
reservations. If pre-payment for a hotel is required, please follow the standard
Purchase Order requisition process after the booking is made. A credit card will still
need to be presented when checking in to the hotel to cover any incidental charges.

17




Step 2: Review

the hotel map

Click any blue icon to see specific hotel information. Use your mouse to zoom, and

move the map, as

needed.

The red vicon indicates your reference point, and the blue ' icon shows
university-preferred hotels.

Trip Summary

Flights Reserved
Round Trip

EWR - MCO
Depart: Sun, 04/17/2022
Return: Fri, 04/22/2022

Car Reserved

Pick-up: Sun, 04/17/2022
Drop-off: Fri, 04/22/2022

Select a Hotel
Nights: 5
Orlando, FL, USA

Check-in: Sun, 04/17/2022
Check-out: Fri, 04/22/2022

Finalize Trip

CHECK-IN SUN, APR 17 - CHECK-OUT FRI, APR 22

Hide Map Print/ Email

Showas | USD v |

Company Preferred Accommodation

Total Estimated Cost ~ Name Search Q 5oted By Preference v
’ usD

i 54915
Car usD ) Y

253.87 1. Doubletree by Hilton-Universal Entrance

Total USD 5780 Major Blvd, Orlando, FL 32819 Map it
803.02
V6.29 miles WK K
Change Search A
Preferred Hotel Chain for Rutgers University
1 Check-in Date _Check-out Date

[s1e) [as1] R o in OVIEnt 1
% I Forest City SP“"QS
! Road |
Lake Apopka EMERSON PARK " v :
1 \ > /4 ~..dluotd
| ) (a7] [
ROAD. [a20] Lockhart =-fland
2= ROSEMONT NORTH ~Goldenrod- |\ \
Montverde (2] a W inter Park University
'5‘_? AEIN @ |
[
Z Winter Ocoee Pine Hills
¢ Garden @ @ |
Oakland iy (o) Bith
Tono rm) Ait
(s} Azalea Park ST
(2]
i CYPRESS Alafaya
[a29] Nt i SPRINGS
o HUUSON VILLAGE
FOX MEADOW Lake Butler W SHpRES Conway
NORTH BAY
Oak Ridge
SIGNATURE LAKES 9% [l Pine Castle VISTA EAST
i G — @)
p SOUTHRORY 2 miles 5km
[ MicroeohtBing lED) LAKS 2091 dmTom, © 2022 Microsoft Corporation Terms
fonzomWeStEs Jpapxvisw © T ESTATESE Al

Displaying: 47 out of 47 results.

Previous 12 Next | All

§97

Hotel details

Step 3:Sort the search results (as needed)

Below the map, use the Hotel Name Search and Sorted By fields to sort the results.

Q Sorted By: | Preference

18




Note: While not required, we strongly recommend booking our preferred hotel
partners. Preferred hotel partners are labeled Preferred Hotel Chain for Rutgers
University.

Step 4: View the results

1.  Clickthe picture to see more images.

2. Click Hotel details to see contact information, street address, cancellation

policy, and information about the facility.

3. Click View Rooms to see:

* The available room options and rates

* Other amenities per room/rate

* Rules and cancellation policy

MName Search

5780 Major Blvd, Orlando, FL 32819  Map it
¥6.25 miles R
Preferred Hotel Chain for Rutgers University
2 -4 2. Holiday Inn & Suites Universal Orlando
e A 5916 Caravan Ct, Orlando, FL 32819 Map it

O‘ Sorted By: | Preference

ﬁ ¥6.41 miles 0N

Preferred Hotel Chain for Rutgers University

¥593 miles X

Preferred Hotel Chain for Rutgers University

1. Doubletree by Hilton-Universal Entrance

3. Hampton Inn closest to Universal Orlando
5621 Windhover Dr, Orlando, FL 32819

Map it

Displaying: 47 out of 47 results.
Previous 12 Next | All

$97

Hotel details

$109

View Rooms

Hotel details

$113

Hotel details




Step 5:Select the hotel room

1.

Click the Cost button next to the room that you want to reserve. The Review

and Reserve Hotel page appears. Navigate through the page and:

* Review or modify the room preferences

Review the price summary

Select the credit card that will be used to guarantee the room

* Review and accept the rate details and cancellation policy

3. Click Reserve Hotel and Continue. Your Travel Details page (itinerary) displays.

2. Select the ‘l agree to the hotel’s rate rules, restrictions, and cancellation policy’
check box.

Name Search

Rutgers University-chainwide 2 Queen Beds 205 Sq Ft - Comp Wifi - Sweet Dreams
Bed (Apollo)
Rules and cancellation policy

Hilton Honors Discount-honors Semi-flex Room Only. 2 Queen Beds (Apollo)
Rules and cancellation policy

Hilton Honors Discount-honors Discount 2 Queen Beds 205 Sq Ft - Comp Wifi - Sweet Dreams
Bed (Apollo)
Rules and cancellation policy

Semi-flex 2 Queen Beds 205 Sq Ft - Comp Wifi - Sweet Dreams Bed (Apollo)
Rules and cancellation policy

q Sorted By: | Distance - Preference Rank w

1. DoubleTree by Hilton Orlando Downtown
60 S Ivanhoe Blvd, Orlando, FL 32804 Map it

¥0.49 miles N7

Preferred Hotel Chain for Rutgers University

Room Options

Rutgers University-chainwide 1 King Bed 205 Sq Ft - Comp Wifi - Sweet Dreams Bed (Apollo) 5

T m 1

Displaying: 33 out of 33 results.

Previous 12 Next | Al

$136

Hotel details

o IEH |
o I
o I
o I
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Reservation Changes & Cancellations

To make changes and cancellations to existing flight, train, rental car, and hotel
reservations, call or email Direct Travel.

Email: RutgersTravel@dt.com or reply to your Direct2U itinerary. Email is monitored
Monday through Friday, 8:00 am-5:00 pm Eastern.

Phone: 1-888-818-1067 — Available 24/7
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SAP Concur Mobile App

To book airfare, hotels, and rental cars using the SAP Concur Mobile App:

1. Download the application from the Apple Store or Google Play Store.

2. Login by entering your Username and selecting the Sign in with Rutgers_SSO
option. Your Username is your NetID + @rutgers.edu; for example, if your Net ID
is ‘abc123’, your SAP Concur Mobile Username is abc123@rutgers.edu

If you need to confirm your Username:

1. Go to the Rutgers Online Booking Tool, Click Profile > Profile Settings. The

Profile Options page will appear.

2. Click Concur Mobile Registration.

3. Your Username will be listed under SIGN-IN IDS.

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information.

Company Information
‘Your company name and business address or your remote
location address.

Credit Card Information
You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Change Password
Change your password.

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?

Contact Information
How can we contact you about your travel arrangements?

Setup Travel Assistants
You can allow other people within your companies to book trips
and enter expenses for you.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

Concur Mobile Registration
Set up access to Concur on your mobile device
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Trip Approvals

All reservations for airfare, train, hotel, and rental car booked using the online
booking tool are sent to your business office for review. The business office designee

will have the opportunity to approve or reject the trip within the approval time
window.

If the trip is not approved or rejected within 24 hours, the trip will automatically be
approved.

1.  Upon completing the booking, on the Trip Confirmation page, a message
indicates that the booking is not completed until the trip is approved.

Trp Summary Trip Confirmation

N To COMPLETE BOOKING, please press the "Confirm Booking” Button after reviewing this page
I\://‘I Finalize Trip To CANCEL, press the Cancel button.

v Review Travel Details After you complete this booking, it will be reserved; however, it will not be ticketed until it is either approved by your company or the ticketing deadline
~ Enter Trip Information is about to expire.

Submit Trip Confirmation

TRIP OVERVIEW

Trip Name: Trip from Newark Liberty Intl Airport, Newark, NJ to Orlando Intl Airport, Orlando, FL
Start Date: April 17, 2022
End Date: April 22, 2022

2. You will also receive a Preliminary Itinerary email from Concur Travel. The trip
is not finalized until it is approved.

Preliminary Itinerary:(WFNOX4) 03/14/2022

CT Concur Travel ‘:TI'aVE!IWIZaI'd(g)COI'ICI_II'SOII_ItIOI'IS.CO m>=> onwar

PY To @ Michael Philips Wed 1/12/2022 12:56 PM
This sender TravelWizard@concursolutions.com is from outside your organization.

If there are problems with how this message is displayed, click here to view it in a web browser,

Iil EWR-SAN.ics SAN-EWR.ics
w v
4KB 4KB

Outlook found new events

Trip Overview

Trip Name: Trip from Newark to San Diego

Start Date: March 14, 2022

End Date: March 23, 2022

Created: January 12, 2022, Michael Philips (Modified: January 12, 2022)
Description: (Mo Description Available)




3.  While awaiting approval, the trip appears on the Upcoming Trips section of the
Travel home page.

Company Notes | Upcoming Trips | Trips Awaiting Approval

Start
Trip Name/Description Status Date End Date  Action

Trip from Newark to Orlando Trip will be approved automatically unless Michael Scott Philips rejects it before [04/10/2022 04/15/2022 Cancel Trip
(MGPTT73) the deadline: 01/14/2022 04:21 pm Eastern

When your trip is approved:

1. You will receive an email from Concur notifying you that the trip has been
approved.

Your request 'Trip from Baltimore to Los Angeles' was approved.

Approval Queue <ApprovalDaemon@concursolutions.com>
To @ Philips, Michael

AQ
o

This is a notification only - no action is required.

What is the status of my trip request?
Your request 'Trip from Baltimore to Los Angeles' was approved.
Approved on 2020 March 18, Wednesday at 12:02 am Eastern Time by: Michael Philips

Comments:

This is a system-generated email. Please do not reply.
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2. You will then receive your Invoiced Direct2U Itinerary; this will be your
confirmation that the trip has been finalized.

Save All Select Show
Attachments All Message

Actions Save to Computer Save to Cloud Selection Message

Invoiced Direct2U lItinerary for MICHAEL SCOTT PHILIPS on Mar 14, 2022 - Orlando

<«
RUTGERSTRAVELGDT COM @

To Michael Philips; ). Michael Gower; Anne Gutsick at 2/5/2022 433 PM
Cc Anne Gutsick

This sender RUTGERSTRAVEL@DT.COM is from outside your organization.

If there are problems with how this message is displayed, click here to view it in a web browser.

K3 84665609.pdf
/- 103KB

Cutlook found new events

RUTGERS

THE STATE UNIVERSITY
OF NEW JERSEY

Your Direct Itinerary

Agency reference: TNKSHU

Traveler Name Client reference

MICHAEL SCOTT PHILIPS

Thank you for choosing Direct Travel. Complete details for your trip are below. Please review this document and the trip details thoroughly. If a
discrepancy exists please contact us within 24 hours of receipt.
Government issued photo L.D. is required for all travel and the name on your photo I.D. must match the name on your ticket.

SHOULD YOU REQUIRE ASSISTANCE PLEASE CALL 888-818-1067

Quick Links
From/ To Flight / Provider Departure / Arrival Passport &
Visa

Mon Mar 14, 2022 . 5:25 PNI- , ;
Baltimore/Washington(BWI) - Orlando(Mco) ~ ScuihwestAirines WN2630 25 oy Checkin Requirements
o Airport Status

Fri Mar 18, 2022 . 10:35 AM- .
Orlando(MCO) - BaltimoreMWashington(BW1) ~ S°outhwest Airines WN4194 45 55 by Check in © Weather
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If your trip is rejected by your approver:

1. You will receive an email from Concur notifying you that the trip has been
rejected.

Your request 'Trip from Newark Liberty Intl Airport, Newark, NJ to Orlando Intl Airport, Orlando, FL' was rejected.

Approval Queue <ApprovalDaemon@concursolutions.com:> i

To @ Michael Philips Thu 1/13/2022 2:05 PM
nder ApprovalDaem oncursolutions.com is from outside your orga
This is a notification only - no action is required.
What is the status of my trip request?
Your request 'Trip from Newark Liberty Intl Airport, Newark, NJ to Orlando Intl Airport, Orlando, FL' was rejected.

Rejected via email on Thursday, January 13, 2022 at 02:05 pm Eastern Time by: Michael Philips

What do | need to do?
You can access this request via the web site and resubmit the request or withdraw it.

This is a system-generated email. Please do not reply.

2. The trip will display a Rejected status on the Upcoming Trips tab of the Travel
home page.

Note: Any questions regarding rejected trips should be directed to your Approver.

Company Notes | Upcoming Trips | Trips Awaiting Approval | Remove Trips

Policy for Expense Reports | US Expense Policy v

Trip Name/Description Status Start Date End Date Action

Trip from BAL to STM (UZEIGR) Ticketed 05/11/2020 05/11/2020 Cancel Trip | Expense Trip
TEST Eooking

Trip from BOS to RVR (AGOFXT) Ticketed 06/16/2020 06/16/2020 Cancel Trip | Expense Trip
Trip from BWI to NYP (CYZGKL) Ticketad 07/14/2020 07/14/2020 Cancel Trip | Expense Trip
Trip from Baltimore to Atlanta (MNIUWA) Rejected 08/11/2020 08/11/2020
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3. From the Upcoming Trips tab of the Travel page, click the Trip

Name/Description to review the Rejected Request window. You can click
Resubmit or Withdraw Request.

When resubmitting a previously rejected trip, the original approval deadline and
ticketing time limit still applies.

# concursolutions.com

SAP Concur

Rejected Request

Rejected Request

itinerary Rule Triggered

This Irip well be sant 10 your businass ofice for approval - Require Passie Approva
Piease select 3 reascn why your ilinarary does nol inciude A holel - Log For Reports

Remindes: Al holel reservations should be made using Concur or by contacting Direct Travel Exceplions are coly made for holel bookings assocaiad with
conferenceicomvention room blocks and Airbnd

- Despiay Infine
Reascn Code
HNC . Hote! bookad drectly Brough confecencalevant

Booker Comments

Nere Narre Tre

¢ foe Naware b2 Orin
Trp Oescrption Mo desonston
Meenng Name
Sutenitted By: Michas! Pries
Suberstied on iy Ja

Laat Ticket Date

3y L

Business Purpose (Conlersace. Research, Danee Vise Ene Travaing e XYZ Arvvadl Conl

YWl charges for Shis S5p Be aliocated o your delaut Nz Specles

UnaDivisenDepartment

I3 18 D9 rant funded or Deng chaoped 10 3 project? res

Progect e

Tash

Agproval EatusHatery Femooes by Menaw Frdcs on Thanay. Jarusry 22 e -

HstoryNotes. Fiegonst Crames oo Thursday Jascary 13 2000 0 0457 FY Esstarn troa by ae Prigs
Flight segment Alr Segment added on Thursday, January 13, 2022 at 04:57 PM Eastern
time.

D.ruhes wase Souten
:- 3 eecary wiclaing ot o mom roes The Seinn nues Rave Seen ogoed

N TRy has 300 D Mserved The D0 il 36 Bp200wed Lrlets T VI SO0 feecs £




Travel Arrangers and Assistants

The following steps outline the processes foradding an assistant or arranger to view
and modify your profile or to book travel and trips on your behalf; booking as an
assistant for someone who has added you as an assistant orarranger; and booking
using the Book for a guest function for non-profiled travelers (candidates, guest
speakers, visitors, etc.).

To add or change an assistant or travel arranger:

1. Click Profile > Profile Settings > Setup Travel Assistants in the Profile Options
section, or Assistants/Arrangers in the Travel Settings section of the left-side

menu).

Travel Settings
Travel Preferences
International Travel

= 2 e
i) =,

Assistants/Arrangers

Other Settings

location address.

Credit Card Information

You can store your credit card information here so you don't have

to re-enter it each time you purchase an item or service.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Change Password

How can we contact you about your travel arrangements?
Setup Travel Assistants
i} your companies o book trips

and enter expenses for you

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager

2. Click Add an Assistant to search for your assistant's last name. Use the following
format: LastName FirstName (no comma), for example: Smith June. A list

appears.

Assistants and Travel Arrangers

Please select the individuals within your organizat

() Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers

Guisick, Anne F.

concursolutions.com

Add an Assistant

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

Go to top

@ Add an Assistant

Credit Cards

Assislant

| Philips [ ichael'S

Philips, Michael S.
IManager, Travel Program
msp235@rutgers edu (User Name)
michael philips@rutgers.edu
(Email)

ORo-93L-L92T

number in thei
ssistant for travel

T

S S

3. Select the desired assistant from the search results.

4. Click Save.
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To book on behalf of someone who has added you as an assistant or travel
arranger:

1. Click Profile > search for your traveler inthe search box under Act on behalf of
another user. Use the following format: LastName FirstName (no comma), for
example: Smith June.

2. Select the desired traveler from the search results.

3. Click Start Session.

Reporting » App Center

Profile ~

Michael Scott Philips

Profile Seftings Sign Out

=/ Acting as other user &

COMPANY NOTES

® Act on behalf of another user

' Book travel for any user (Self-assign)

Hollow Q
Welcome ta .
‘ Holloway, Jonathan S
holloway@oq.rutgers.edu (Email)
ty 732-609-6724

Read more

4. You are now acting on behalf of the selected traveler. Review the Table of
Contents in this document for subsequent steps for booking travel.
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To book for non-profiled travelers (candidates, guest speakers, visitors, etc.):

1. Click Book for a guest under TRIP SEARCH and continue the booking process.

RUTGERS

Hello, Michael

TRIP SEARCH

a Booking for myselli | Book for a guest

Mixed Flight/Train Search
| RoundTip [  Oneway | Multi City |
From i@
| Departure city, airport or train station |
Find an sirport | Select multiple zinports
To@
Arrival city, airport or train station |
Find an airport | Select multiple sirports
Depart @
2 [ denat v |l0a00am v |l-5 « | h

Not everyone has the Book for a guest
option. If youfeel thatyou need this
access, please contact
RUTRavel@finance.rutgers.edu.

2. You will be asked to enter traveler information during subsequent steps.

Guest Traveler

Legal Last Name *

Title * Legal First Name * Middle Name {on ID) *

| v | | |0 No Middle Name
Gender * Date Of Birth *

(e v] @ ]

Known Traveler Mumber @ DHS Redress No. (7]

| | |

Phone * Email *

| || seect v

Frequent Flyer Programs
For United

[ unitea v |
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Contact Information

For changes, cancellations, or questions about your trip, please contact Direct Travel.

Email: RutgersTravel@dt.com

Phone: 1-888-818-1067

Email is monitored Monday through Friday, 8:00 am-5:00 pm Eastern, excluding
holidays. Phone service is available 24/7.

For questions or assistance with the Rutgers Online Booking Tool, please contact the
Rutgers Travel and Expense Department in University Procurement Services.

Email: RUTravel @finance.rutgers.edu

RUTGERS

THE STATE UNIVERSITY
OF NEW JERSEY
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