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Booking Guest Travel in Concur – Quick Guide 
How to Book for a Guest Traveler 

1. Log in to your Concur account at www.concursolutions.com. If you are a first time Concur user, 
you must first register for a Concur profile. Please visit the Travel Management Page for 
information on how to register.  

2. Once you are logged in, choose to administer travel for a Guest Traveler.  

 

3. Enter your Departing and Arriving cities. You may also choose to reserve a car or hotel.  
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4. Enter your Guest Traveler’s information.  

 

5. Reserve your flight choice. You may also use the Print/Email function located above the matrix 
to share the flight options with the Guest Traveler.  
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6. Choose the first option (BTA* card) to direct bill the airfare.  

 

7. Enter the remaining TSA-required information regarding the Guest Traveler.  
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8. If you are not booking a car or hotel, proceed to the last step. If you choose to book a car via 
Concur, choose your car choice and continue. Please note that only National and Enterprise 
cars can be direct billed through Concur. All other car rental agencies require a personal credit 
card to proceed with the reservation. Travelers can request reimbursement upon completion of 
travel.  
 

 
 

9. If you are not booking a hotel, proceed to the last step. If you choose to book a hotel via 
Concur, choose your hotel choice and continue. Please note that hotels cannot be direct billed 
through Concur. A personal credit card will be required to complete the reservation. Travelers 
can request reimbursement upon completion of travel.  
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10. Review and confirm your itinerary by clicking “Next”. Once confirmed, the Guest Traveler’s 
itinerary will be ticketed and will be subject to any applicable non-refundable fares or fees.  
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