Columbia University Finance Training
Job Aid: Cloning and Sharing Trips in Concur Travel

Cloning a Trip in Concur Travel starts a booking process with the identical parameters of an existing itinerary. You
can then modify those parameters as needed. You can clone an itinerary for yourself or on behalf of anyone that has
selected you as a Travel Delegate in their Concur Profile. Those that have the role as Travel Arranger can Clone Trips
for Guests.

Sharing a Trip in Concur Travel sends an email to the Invitee and adds a travel alert to the Invitee’s Travel home page.
The Invitee can then book a trip, starting with the same parameters as the shared trip and modify as needed. You can
Share a Trip with any Concur Traveler at the University, regardless of role.

Cloning a Trip
1. View the trip you want clone under the Upcoming Trips tab.

Help

SAP Concur Travel App Center ; .
Profie ~ S

Travel Arrangers Trip Library Templates Tools

& Booking for myself | Book for a guest Travel Alerts
@ You have unused tickets
Hh = = 2
Company hotes
Mixed Flight/Train Search
Trip Name/Description Status Start Date End Date Action
Rt | ovvoy | wncy |
Trip from New York to Atlanta (DSKBUG] On hold by user 12/01/2020 12/01/2020 Cancel Trip

Trip will be automatieally cancelled at

From @
04/03/2020 11:00 pm Eastern

Find an skport | Select milipe Sipors.

@

Find an avpor | Seiect mallpe npors

Show More

2. Click the Trip Name/Description to view the Travel Details.

Travel Arrangers Trip Library Templates Tools

= Travel Details
rip Summary

() Finatize Tip TRIP OVERVIEW

Review Travel Details | want to... Trip Name: Trip from New York to Atlanta (s Add to your Itinerary

Enter Tr n Start Date: December 01, 2020 3 e
SIneTTe End Date: December 01, 2020 O e
Created: April 02, 2020, William Never (Modified: April 02, 2020)

Description: (No Description Available) (£4r)

Agency Record Locator: DSKBUG

Passengers: William Testa Never

Total Estimated Cost: $103.22 USD (Detals)

rmation

This trip is on hold. The last time to send it to your agency
is: 04/03/2020 11:00 PM Eastem

RESERVATIONS

3. Click Clone Trip from the | want to list. The Clone Trip screen appears.

4. Select from Book for traveler dropdown. The list consists of those travelers that have made you a Travel Delegate
in their Concur Profile. If you have the role of a Travel Arranger, you see the option for Guest Traveler.

Clone Trip

Trip Name: Trip from New York to Atlanta

William T. Never X

William T. Never
Never, William T.
Never, William Test E
Never, William Test H
Guest Traveler

Book for traveler:

View Trip Infor
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Job Aid: Cloning and Sharing Trips in Concur Travel

5. Selectto Search for these specific flights to search for that exact flight indicate below.

® Search for these specific flights | would like to do a general search Refundable only air fares
Depart Date a New York LaGuardia Airport, New York, NY, United States of America (LGA) to Atlanta
[ 1270172020 | Hartsfield-Jackson Intl Airport, Atlanta, GA, United States of America (ATL)

American Airlines (AA) Flight Number 4484 Depart After 9:40 AM  (Economy) [

Or, I would like to do a general search based on the Trip destination with different flight options.

() Search for these specific flights  (® [ waould like to do a general search

Depart Date

[F]12/01/2020

Depart Time:
| Depart After v || 9AM ¥ |+/— hours

In our example, we will select to Search for these specific flights so that we can book the same flight for our
traveler.

6. Click Next. The dropdown option appears to select fare class. Select if desired.

* Search for these specific fights | would fie to 6o a general search (] Refundabie only ai fares
Depart Date o New York LaGuardia Airport, New York, NY, United States of America (LGA) to Atlanta
1121012020 Hartsfield-Jackson Intl Airport, Atlanta, GA, United States of America (ATL)

American Airlines (AA) Flight Number 4484 Depart After 9:40 AM u

7. Click Next. The matching search result appear.

Total Estimated Cost Hide mafrix _ Print/ Emai
Air USD 103.22 A kS N X
TotalUSD 103.22 Al Delta American United Multiple Linear

147 results Airlines Air

Change Search ~
med
E Nanstop - - P
| LA - New Vork Laguardia Aiport -New vork | 7 results 5 results results results - -
Find anaiport | Select multiple airports
To 1stop . 39 results 13 results 19 results 7 results —
|ATL—A|\ama Hartsfield-Jackson Infl Airport - Allanta | 78 results
Find anaiport | Select multiple airports R

"_sm‘“s 12 results 36 results 13 results - 1 results
Depart 62 results
|E 12012020 [ ep v |[0m00an ¥ |22 ¥|

h Selected Fare

Class @
|Economy class v ‘ Remove X
B " 71.1
|| Speciy a carrier @ «~ American

| Refundable only ai fares L Airlines! 09:40a LGA — 12:07p ATL Nonstop 2h 27m A
;frrerican Airlines 4484 operated by REPUBLIC AIRWAY'S AS AMERICAN

Least Cost Logical Fare Show all details v
Segment: 1 - Tue, Dec 1 ~
[ ] . J
Depant 07:00A- 11:00 A Shop by Fares Shop by Schedule
[ ] °
Amive 0935A-11:02P Available Flights Tue, Dec 109:00 A + hours.

Displaying: 146 out of 147 results. @

[ 1 Elinht Mumbo o O Cacad e 1, ¥

8. Make your selection, reserve and purchase tickets as you would normally.
Note: You are acting as the Traveler you selected when beginning to Clone the Trip.
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Sharing a Trip
1. View the trip you want Share under the Upcoming Trips tab.

Help +

SAP Concur Travel App Center °
Profile ~ -

Tools

Travel Arrangers Templates

& Booking for myself | Book for a guest Travel Alerts
@ You have unused tickets
Hh = = 8

Company Notes

Mixed FlightiTrain Search

Trip Name/Description Status Start Date End Date Action

Trip from New York to Atlanta (DSKBUG) On hold by user 12/01/2020 12/01/2020 Cancel Trip
From@ Trip will be automatically cancelled at:
0410312020 11:00 pm Eastern

Find an arport | Select mullipe airparts

To@

Find an arporl | Seiect malipie aipors

Show More:

2. Click the Trip Name/Description to view the Travel Details.

Travel Arrangers Trip Library Templates Tools

= Travel Details
rip Summary

@ Finalize Trip TRIP OVERVIEW

Review Travel Details I want to... Trip Name: Trip from New York to Atlanta (=) Add to your Itinerary
Enter Trip Information .

Start Date: December 01, 2020 o "
Submit Trip Confirmation @ - e Lot

End Date: December 01, 2020

Created: April 02, 2020, William Never (Modified: April 02, 2020)
Description: (No D ion Available) (Edi)

Agency Record Locator: DSKBUG

Passengers: William Testa Never

Total Estimated Cost: $103.22 USD (Detals)

This trip is on hold. The last time to send it to your agency
is: 04/03/2020 11:00 PM Eastern

Change frequent fiyer program

RESERVATIONS

3. Click Share Trip from the | want to list. The Share Trip screen appears.

Share Trip
share this trip with: |ez2245@columbia sdu |m
Trip Name Fare Quote Locator Start Date End Date
Trip from New York to Aflanta USD103 22 DSKBUG 1210112020 1210112020

Invitation comments

You can book the same flights as mine | Include ltinerary in email [«

Send my email as ® HTML () Plain-text

4. Enter the email address of the Concur Traveler for whom you want to Share this Trip with.
5. Type any optional Invitation comments and click Share Trip.
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Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com

Or, you can contact the Service Center by phone: (212) 854-2122
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