Using Templates in Concur

SAP Concur

The “Templates” feature in Concur provides the ability to:

A. Book flights, car rental, and hotel for multiple travelers with the same itinerary
B. Book the same itinerary (different dates) for a specific traveler

The user making the reservations must be listed as the Travel Arranger/Assistant for all travelers.

A. How to book flights, car rental, and hotel for multiple travelers with the same itinerary:
1. After making the reservation for the first traveler, open their trip:
a. Copy therecord locator
b. Click on the “Templates” tab

Travel Arrangers Trip Library Templates Tools
@ S
Trip Overview -
Trip Status Record Locator ~ Trip Name Date
[ compiete JITEICUOT Attend the Baylor Travel Supplier Expo and the P2P March 17, 2025 - March 20, 2025
Itinerary Bt Trip History

R

4~ Mc Allen, TX (MFE) - Waco, TX (ACT)
Monday, March 17, 2025

2. Select the "Add New Template” option

you want to take, and Concur will use all the pre-defined travel
se one defined by your travel management staff.

(® Add New Template
Sy

Description

3. Create the new template by entering:
Template Name
Description
Record Locator (step #1.a above)
Click "Next”

New Travel Template
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4. Click “Save”

Edit Travel Template
Oune e v EIED) _

Template Name (Please use a unigue name)

Trip to Waco TX March 2025

Description:

Trip to Waco TX March 2025

[ Include additional refundabie air fares @

CCEDEEDCED S

5. Under the "View Travel Templates” screen, select the “Book” option

View Travel Templates
& Booking for myself | Book for a guest

¥ou may choose from one of these pre-defined trip templates to speed your booking process. Simply select the trip you want to take, and Concur will use all the pre-defined travel
information to book your trip. If you travel to the same locations repeatedly, you may create your own template, or use one defined by your travel management staff

.
Personal Travel Templates -- Gricelda Saavedra Alvarez @ Add New Template
Template Name a Created by Description
# Edit o Book Trip to Waco TX March 2025 Saavedra Alvarez, Gricelda Trip to Waco TX March 2025

6. Runthe Template for the new traveler:

Select the new traveler’s name from the drop-down menu
Click "Apply”

Confirm dates

Click "Next”

o n oo

Run Template

Template Name: Trig ta Conlerence n Atlanta

iy ] ] g

o
—e ) Waco Regional Alrport, Waco, T United Saf ™,pf America (ACT] to Atlanta
o Hartsfiold.Jackson Inil Airport, Attants, GA. |+ TEd States of America (ATL)

Connecting at DallasiFan Worth Inst Alrpert, Dallss, TX, Usited States of
America [DFW) to Atlanta Martsfield- Jacicion intl Amport, Atlanta, GA.
United States of America (ATL)

i i k) i Mt 12

—p— @ Aslanta Hartsfield-Jackson intl Ainport. Aslanta, G, United States of
s America |ATL) te Waco Regienal Alrpan, Waes, TE, United States of
- America (ACT)

Connecting at DallasiFort Worth intl Airport. Dallas, TX, United States of
America [DFW) to Waco Regional Airport. Waco, TX. United States of
e (ACT)
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7. The system will confirm if the fare classes are available for the trip. Click “Next.”

Wie found the Classes Of Service avallable to the traveler for this .
AClass Of Service can be selected from the drop down located to the right of the Flight informarian

‘Search for these specific lights Iwould like 1o do a generat search [ include additonal refundabe it fares
Depar Date: @ McAll ission Airport, ission, TX, United States of
Fosnnzozs America (MFE) to Waco Regional Airport, Waco, TX, United States of

America (ACT)
American Airlines (AA) Flight Number 1085 Depart After S:00 AM  Economy ~ [

Connecting at Dallas/Fort Worth Intl Airport, Dallas, TX, United States
of America (DFW) to Wace Regional Airport, Waco, TX, United States of
America (ACT)

American Airlines (AA) Flight Number 6293 Depart After 8:44 AM  Economy v I

Search for s hetel © @ Hotel at Waco, TX, United States of America (ACT)
Checking In: Checking Out 2200 Morth Robinson Drive, Waco, Texas, US, 76706
[Eoa1712025 | (703202025 Elements By Westin

Element Waco

Property Code Rate Code  Rate Amount
384884 BADUOD 13900

Depart Date: @ Waco Regional Airport, Waco, TX, United States of America (ACT) to
Fcaz0r2025 Meall ission Airport, ission, TX, United States of

America (MFE)
American Airlines (A%) Flight Number 6293 Depart After 10:26 AM  Economy w [

Connecting at Dallas/Fort Worth Intl Airport, Dallas, TX, United States
of America (DFW) to 1! ission Airport, McAll ission, TX,
United States of America (MFE)

American Airlines (AA) FLght Number 3383 Depart After 1243 PM  Economy v [

m

8. Note that the flights specified on the template will be automatically selected by the
system (fare types need to be selected).

Multi-segment trip from McAllen/Mission Showss USD v
Trip Summary Mon, Mar 17 - Thu, Mar 20
@ Select Flights or Trains Hide matrix  Print / Email
Mt Ciy %
MFE - ACT a Multiple
Mon, 03/17/2025 6 results
ACT - MFE Preferred
Thu, 031202025
. 1st0p
e 1 3resuits -
@ Finalize Trip 2atops - 2 resuls
Selected Fare
‘ Previous Searches ~ |
Preuious Searches v . 05:00a MFE - 09:44a ACT 1 stop DFW 4h 44m
e s American
Airlines™
=D 10:26a ACT — 02:24p MFE 1 stop DFW 30 58m
R 1 American Airlines 5203 operated by SKYWEST AIRLINES AS AMERICAN
 Change Search ~] EAGLE
\—/ 2 tymerican Airlines 3383 operated by ENVOY AIR AS AMERICAN EAGLE
‘ Depart - Mon, Mar 17 ~ |

| | Preferred Airline for Baylor University Show all details

9. If Car Rental or Hotel are part of the template being used, the system will present the
available options to be selected.

Hewitt

- Robinson 2mint 5km
Total Estimated Cost ~ L
T unTERS ; 2025 TomTam, © 2625 Micsaso® Carparation Temes
55 im0
e Displaying: 53 out of 53 results.
uso
Total 465.97 Sorted By: [ Distance
- Previous 12 3 Next | All
p \ [
| Change Search ~ |
b 4 1. Element Waco $139
[ Price -~ 2200 Morth Rebinson Drive, Wace, TX 76706 Map it m
M ©0 miles
$85- $1,164 N . il
\ J Preferred Hotel for Baylor University Hotel details
— L
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10. If car rental or hotel were not part of the trip template, they may be added at the time of
booking.

Travel Details

Trip Overview

| want to... Trip Name: Attend the Baylor Travel Supplier Expo and the Add to your Ifinerary
Print inerary P2P it
E-mai inerary Stant Date: March 17, 2025 = @

End Date: March 20, 2025

Created: February 12, 2025, Gricelda Saavedra Alvarez
(Modified: February 12, 2025}

Description: (No Description Available) Edy
Agency Record Locator: WUJLXX
Passengers: Tracy Baylor Miles

Total Estimated Cost: $882.97 USD (Dewils)

Airfare must be fickefed by: 02/113i2025 11:55 PM
Central

Reservations

11. Once the booking is completed, the trip confirmation will be displayed for the new
traveler.

Finished!

You have successfully booked your trip!
Trip Record Locator : WUJLXX

This trip complies with your travel policy.
Your itinerary has been saved. CTP NA (Baylor University - X3FK) will service your itinerary.

Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice.
Airfare must be ticketed by: 02/13/2025 11:55 pm Central

Travel Contact Information

Trip Overview

% Baylor University

Trip Name: Attend the Baylor Travel Supplier Expo and the P2P

Start Date: March 17, 2025

End Date: March 20, 2025

Created: February 12, 2025, Gricelda Saavedra Alvarez (Medified: February 12, 2025)
Description: {(No Description Available)

Are any federal funds being used for this travel?: No

Agency Record Locator: WUJLXX

Passengers: Tracy Baylor Miles

Total Estimated Cost: $882.97 USD

| o Airfare must be ficketed by: 02/13/2025 11:55 PM Central

Octo

Agency Name: CTP NA (Baylor University - X9FK)

B. How to Book the same itinerary (different dates) for a specific traveler
1. Complete steps 1-5 above to create a new trip template.

2. Under the "View Travel Templates” screen, select the “Book” option.

View Travel Templates

& Booking for myself | Book for & guest

You may chaose from one of these pre-defined trip templates to speed your booking process. Simply select the trip you want to take, and Concur will use all the pre-defined travel
information to book your trip. If you travel to the same locations repeatedly, you may create your ovin template, or use ane defined by your travel management staff

Personal Travel Templates -- Gricelda Saavedra Alvarez © Add New Template
Template Namea. Created by Description

FEG # Book Recurring trip to Quarteriy Mesting Sazvedra Alvarez, Gricelds Recurring irip to Quarterly Meeting

#Edit o Book Trip 1o Waco TX March 2025 Sazvedra Alvarez, Gricelda Trip to Waco TX March 2025
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3. Runthe Template for the traveler:
a. Select the traveler's name from the drop-down menu
b. Click “Apply”
c. Modify travel dates (for the new trip occurrence)
d. Click "Next”

Run Template
Templste Marne: Tiip 1o Conference [n Atlanta
pte——— T ] —
+

faco Regional Airport, Waco, TH. United S “.of America (ACT) t2 Atlanta
ield. Jackson eal Airpors, Atiaea, GA. |4 §3d States of America (ATL)

Conneciing at DallsyiFort Warth Inl Airport. Dol TX, Urited Seates of

arisfield- Jackson Intl Awport, Atlanta, GA

lanta Hartsfield- Jackson intl Airport, Aslanta, Gl United States of
Waco Regienal Arpen, Wacs, TK, Unfied States of

Gonnecting at DallzsiFart Warth Infl Airport. Dallas. TX, United States of
America (DEW) o Waco Regionsd Alrpart. Waco, TX. United States of
America (ACT)

4. The system will confirm if the fare classes are available for the trip. Click “Next.”

Seatc forthesespecic flghts I would ke o doa generl search () include adiona efundatie i aes
Depan Date: @ McAllen/Mission Airport, McAllen/Mission, TX, United States of
[osizozs America (MFE) to Waco Regional Airport, Waco, TX, United States of

America (ACT)
American Aitines (AA) Fight Number 1085 Depart After 5:00 AM  coromy

Connecting at Dallas/Fort Worth Intl Airport, Dallas, TX, United States
of America (DFW) to Waco Regional Airport, Waco, TX, United States of
America (ACT)

American Arines (A2) FUght Number 6223 Depart After 8:44 AM  Ecoromy v 11

Search forthis hatel @ @ Hotel at Waco, TX, United States of America (ACT)
Checking In: Checking Out: 2200 North Robinson Drive, Waco, Texas, US, 76706
Evses [osanas EementsByWesin

lement Waco

Propenty Code Rate Code  Rate Amount
394864 BADUDO 139.00

Depart Date: @ waco Regional Airport, Waco, TX, United States of America (ACT) to
Eovznmozs llen/Mission Airport, ission, TX, United States of
America (MFE)
American Ailines (AA) Fight Number 6283 Depart After 1026 AM _ Exonomy v [

Connecting at Dallas/Fort Worth Intl Airport, Dallas, TX, United States
of America (DFW) to McAllen/Mission Airport, McAllen/Mission, TX,
United States of America (MFE)

American Arines (A®) Fight Number 3363 Depart After 1243PM _Economy v 11

5. Note that the flights specified on the template will be automatically selected by the system
(fare types need to be selected).

Multi-segment trip from McAllen/Mission L
Trip Summary Mon, Mar 17 - Thu, Mar 20
(35) select Fiights or Trains Hide matix _ Print/ Email
vt Cry %
MFE- ACT " Wutipls
Mon, 031712025 Sresis
ACT-MFE Frfared
Thu, 032072025 e
i B resits -
@ Finalize Trip Zane - 3 resuies
Selected Fare
Previous Searches A
Remove X
Previous Searches v 05:008 MFE -» 09:44a ACT 1 stop DFW 4h 44m $5465.97

«  American

vt}
R T T

* American firines 5293 cperaied by SKYWEST ARLINES AS AMERICAN
EGLE

-

[ cnange search
_— 2 American firines 3383 cperated by ENVOY AIR AS AMERICAN EAGLE

Depart - Mon, Mar 17 -
Preferred Airline for Baylor University Showall desils
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6. If Car Rental or Hotel are part of the template being used, the system will present the available
options to be selected.

Hewitt
p . / Robinson 2 miles Skm
Total Estimated Cost ~ 4 L
L s riraae & 2025 TamFum, & 2625 Microsc Carporabion Tarma
Ll 597 o
USD Displaying: 53 out of 53 results.
Total Sorted By:
48597 ’ Previous 123 Next | All
- ~
| Change Search v |
- o 1. Element Waco $139
Price | 2200 North Robinson Drive, Waco, TX 76706  Map it
View Rooms
@0 miles
*
$85 - $1,164

\. J Preferred Hotel for Baylor University Hotel details

7. If car rental or hotel were not part of the trip template, they may be added at the time of
booking.
Travel Details

Trip Overview

I want to... Trip Name: Attend the Baylor Travel Supplier Expo and the  Add to your Hinerary
P2P iz

Frint hinerary
Start Date: March 17, 2025 @ & e B

E-mail Hinerary
End Date: March 20, 2025

Created: February 12, 2025, Gricelda Saavedra Alvarez
(Modified: February 12, 2025)

Description: (Mo Description Available) ca
Agency Record Locator: WUJLXX
Passengers: Tracy Baylor Miles

Total Estimated Cost: $882.97 USD (Deilz}

Airfare must be fickefed by: 02/13/2025 11:55 PM
Central

Change frequent fiyer program

Reservations

8. Complete the booking and verify a trip confirmation will be displayed for the traveler.

Finished!

You have successfully booked your trip!
Trip Record Locator : WUJLXX

This trip complies with your travel policy.

Your itinerary has been saved. CTP MA (Baylor University - X3FK) will service your itinerary.

Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice.
Airfare must be ticketed by: 02/13/2025 11:55 pm Central

Travel Contact Information

Trip Overview

% Baylor University

Trip Name: Attend the Baylor Travel Supplier Expo and the P2P

Start Date: March 17, 2025

End Date: March 20, 2025

Created: February 12, 2025, Gricelda Saavedra Alvarez (Modified: February 12, 2025)
Description: {No Description Available)

Are any federal funds being used for this travel?: No

Agency Record Locator: WUJLXX

Passengers: Tracy Baylor Miles

Total Estimated Cost: $882.97 USD

| o Airfare must be ficketed by: 02/13/2025 11:55 PM Central

Octo

Agency Name: CTP NA (Baylor University - X9FK)
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