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Booking Hotel

1. Policy states you must have an approved Request before booking car, hotel, air, or train in

Concur. Before committing any funds for university travel, including conference fees, etc. all
University Travelers must receive authorization to travel.

ALWAYS START WITH AN APPROVED REQUEST.

2. Select Travel

SAP Concur @ Requesls Travel Expense Approvals Reporting - App Cenler
The California +
State University 00
Hello, Stephanie Hew Required

Approvals

For Hotel, Select Hotel Icon

Enter Check-In Date and Check-Out Date
Enter Reference Point or Address of hotel.
Click Search

*g @Q

Hotel Search

o v kW

Check-in Date  Check-out Date

| [le: |

Search within | 5 | miles from
Adrport Address
Company * Reference Point / Zip
Location Code

Reference Point / Zip Code
{e.g. ‘Statue of Liberty” 90210 ar ‘Alexandria, V4')

With names containing: | |
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7. Innext window, review and select your hotel options. You can also Change Search. Change
Search allows you to change reference point and booking dates

CHECK-IN MON, OCT 7 - CHECK-OUT WED, OCT 8 Show as [UsD - ¥ |
Trip Summary o
Hide Map Print / Email ' Company Preferred Accommodation
Select a Hotel M {
Nights: 2 ﬁ B / Road
Sacramento, CA b CREEKSIDE rorce | Foathill Farms
NATOMAS ROBLA Base

Check-in: Mon, 10/07/2019 RIVERSIDE .
Check-out: Wed, 10/08/2019 =

i3

(ATERFO!

O Fair Oaks
Carmichael n},ﬂ)/

Prenic: WALNUT WOOH

®
L O

ooy v, Arden -~
e o g ordova
ge Search O West sacramento,
¢ Roserms Mather
ch R = Ar sunmoe

EL-MACERO
ESTATES

R T Force  ANATOLIA
[E 10072019 | /0812019 |
Search within| 10| miles from COUNTRY LANE
Sad— STAT
O airport ) Address

( (®) Reference Point / Zip
Gempany Location ~ ~Z5

Sloug
T Zkm
Reference Point / Zip Gode:
(e.g. 'Statue of Liberty, ‘90210 or ‘Alexandris, VA)

| sacramento, ca

Florin Terms
©2019 HERE, © 2019 Microsoft Corporglign, | -

(] With names containing Displaying: 92 out of 92 results
] Name Search Q, Sorted By: | Custom v
[ J Previous 1234 Next | All

1. Courtyard Sacramento Midtown
4422 Y St, Sacramento, CA95817  Map it
Price B Q187 mies kK
O E-Receipt Enabled Hotel details
553 - 559
Display Settings -~

Pl s
8. Select your Hotel.(View Rates) **PLEASE NOTE: ALL government rates will display.

21. Larkspur Landing $140
555 Howe Ave, Sacramento, CA 95825 Map it

Hide Rooms

Hotel details
Room Options
Aaa Rate Studio Suite-queen Bed -free Contl Bkfst -free Parking -free Wifi -full Kitchen Please
cancel 1 day before arrival (Waorldspan) o $170
Rules and cancellation policy
Federal Government Rate 1br Suite-king Bed-free Contl Bkist-free Parking-free Wifi-full Kitchen

Please cancel 1 day before arrival (Worldspan)
Rules and cancellation policy

Federal Government Rate 1br Suite-queen Bed-free Contl Bkist-free Parking-free Wifi-full
Kitchen-ada Please cancel 1 day before arrival (Worldspan)
Rules and cancellation policy

Federal Government Rate 1br Suite-one Queen Bed-sofa-contl Bkfst-free Parking-free Wifi-bath
Amenities-ada Please cancel 1 day before arrival (Worldspan)
Rules and cancellation policy

Standard Rate Studio Suite-queen Bed -free Contl BKfst -free Parking -free Wifi -full Kitchen
Please cancel 1 day before arrival (Worldspan) o $189

Rules and cancellation policy
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9. Travel Details — Review and Reserve Hotel. Then scroll to the bottom of the page to continue
the reservation process. Click Reserve Hotel and Continue.

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hotel.

Larkspur Landing sy mnxis

You have selected a hotel that reguires a deposit. This deposit may be non-refundable.

The hotel provided the following information:

CANCELS ALWAYS CHARGED-CXL FEE FULL STAY-INCL TAX-FEES-

RESERVATIONS AT THIS SPECIAL RATE MAY NOT BE CANCELLED OR

E1 5
w1 "l agred to the hotels rate rules, restrictions, and cancellation policy

Back Reserve Hotel and Continue .-

10. The trip still HAS NOT YET BEEN CONFIRMED. Review Travel Details and Hotel Reservations.
Scroll to bottom of page and click Next

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
cancilled,
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11. Trip Booking Information — Add Trip Name and Trip Description for record keeping. Then Click
Next at bottom of page.

rip Booking Information

Tha trip name and descripion are 10r your record kesping conveneance

Trip Mame Trip Descripiion (opoenal)
This will BEQOas in your UpSesming iip st Uisad 1o idenlily 1 19 puiposa
Halsl Fasarvabion al SACRAMENTO, CA

UEA

&% Tripht Privacy

= Shaee inp destnabon and dates vwith your Triplt Cornachons and Groucs
ko this irp privale

Please snter information aboad thl
Mote: Ay pan of th tip that | in

then pross Hoxt io finalios your ressreation, If you closs at this point your ressrvation may be cancelled,
purehaia of has daposi regubied will Aot be cancslbd.

m == Pievious Cancat Toipg

12. Almost Done! Confirm Booking to book trip.

Almost done... Please confirm this itinerary.

== Previous ' Confirm Booking== ’

Display Trip

13. Open your Trip Library to view upcoming trips. You can Cancel or change your trip here.

Administration + | Help ~
SAP Concur Requests Travel Expense Approvals Reporting ~ App Center

Profie ~ @

-
Travel Arrangers Trip Library Templates Tools

Trip Library

‘Sealch Trip Names Dates To Use: Date Range

® Booking Dates () Travel Dates |[F02/282019 \mnznu.zms \ncludewlthdra\.‘fnﬁusm

Trip Name/Description

Status Date Booked Start Date End Date Action

11212019 \ Cancel Trip

Concur Higher Ed Leadership Foru (28P5PU)

Ticketed 0871272019 111812019

O Manage your trip details in one place.
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