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Booking with Concur

Concur is an online booking tool that makes booking your travel easy and convenient. The benefit of
booking through Concur is up to date travel notices, University Discounts, easy access to travel
documents, centralized profile information. (i.e., frequent flyer numbers, membership numbers etc....)
This document will cover how to build/update your travel profile, book air, car and hotels.

Let rock and roll!

Your travel profile:

From your travel profile you can update information such as personal, company cost center, credit
cards. You can update your travel settings, including your preferences for upcoming trips, or add an
assistant to help you book travel. When you first log into Concur, it will automatically take you to a
landing page (or home page). To access your travel profile, click on the word “profile” located upper

right.
“dministration» | Helpv
SAP Concur E Travel Reporting v App Center N &
ROCHESTER 00
Hello, William View Trips
TRIP SEARCH ALERTS

@ Triplt creates a schedule with all your travel details in one place, accessible on Android or iPhone.

&, Booking for myself | Book for a guest : .
Simply connect your Concur account to Triplt. Mot right now

X8 = = 8

Mixed Flight/Train Search COMPANY NOTES
Round Trip One Way Multi City
EMERGENCY TRAVEL ASSISTANCE
From @

During normal business hours (Monday-Friday from 8am EST to 5:30pm EST) contact our official travel agency, DePrez Travel
at (585) 442-8900 (option 3) or 800 634-5642 (option 3).

Find an airport | Select multiple airports
To@ In case of an emergency you may call our After Hours Emergency Center at 888 636-0721 or for International calls 1 682-233-1914.

Find an airport | Select multiple airports

Show More

MY TRIPS (0) N

You currently have no upcoming trips.
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Once you click on this it will bring up a menu page: click on “profile settings”

Administration» | Help~

Profile ~ &

SAP Concur Travel Reporting~ App Center

Travel Arrangers Trip Library Templates Tools Concur XA Angie Never
Profile Settings Sign Out
.“ Booking for myself | Book for a guest Travel Alerts
@ Triplt creates a schedule with all your travel details in one place, ac
x a = = Q Simply connect your Concur account to Triplt m’ﬁﬁl " /2 Acting as other user @
Mixed Flight/Train Search Gompany Notes | Upcoming Trips | Trips Awaiting Approval @ Act on behalf of another user
. (O Book fravel for any user (Self-assign)
‘ By ‘ One Way | Multi City | Trip Name/Description Status
From @ | search by name or 1D |Q\
ain s | Mo records
Find an airport | Select mulipks arports —

Find an sipert | Select multiple airports

Show More

w SAP Concur

Processor Privacy Statement

Travel Policy

Service Status (North America) i 07/22/2021 02:38 am

Cookie Preferences Copyright 2021 - SAP Concur - All Rights Reserved

This will bring you to the landing page for profiles.

Administration» | Help~

SAP Concur Travel Reporting~ App Center
Profile = a

Profile Personal Information Change Password System Settings Concur Mobile Registration Travel Vacation Reassignment

{8 TEEEEs Profile Options

Personal Information

Company Information Select one of the following to customize your user profile

Centact Information Personal Information System Settings
Email Addresses Your home address and emergency contact information. Which time zane are you in? De you prefer to use a 12 or 24-hour
clock? When does your werkday start/end?

E y Contact
e A Company Information

CieditiCards Your company name and business address or your remote Contact Information
P location address How can we contact you about your travel arrangements?
Travel Settings
Travel Preferences Credit Card Informat}crl ) . . Setup Travel Assistants - . .
§ You can store your credit card information here so you don't have You can allow other people within your companies to book trips
Intemational Travel = 3 5 2
to re-enter it each time you purchase an item or service. and enter expenses for you.
Frequent-Traveler Programs
Assistants/Amrangers Travel Profile Options Travel Vacation Reassignment
Carrier, Hotel, Rental Car and other travel-related preferences Going to be out of the office? Configure your backup travel
rs manager.
Other Settings Change Password g
System Settings Change your password Concur Mobile Registration

Connected Apps Set up access to Concur on your mobile device

Concur Connect

Change Password

Travel Vacation Reassignment
Concur Mobile Registration
I'm Assisting
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You will find the most common profile task on the profile options page:

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.

Or you can use the menus on the left to select a setting to update.

Your Information

In the “your information” section be S
sure to review & update your Company Information
Personal, company and contact Contact Information
’ pany Email Addresses

information. Verify your email Emergency Contact
address, add an emergency contact & Credit Cards

add or update any credit card Travel Settings
information. Travel Preferences

International Travel

Frequent-Traveler Programs
Assistants/Arrangers

Other Settings
System Settings
Connected Apps
Concur Connect
Change Password
Travel Vacation Reassignment
Concur Mobile Registration
I'm Assisting...
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Personal Information:

Verify your personal information. Make certain that the first, middle, and last names shown are identical
to those on the photo identification that you will be presenting at the airport. If it is incorrect, contact
your SAP Concur site admin, Erin Johnson, to have it updated.

My Profile - Personal Information

Jump To: | Personal Information v|
Disabled fields (gray) cannot be changed. If there are errors in these fields, contact your company's travel administrator.

Fields marked[Required] and [Required™] (validated and required) must be completed to save your profile

A\ mportant Note

Your Name and Air e erain tat the first, middle, and last names shown below are identical 1o Those
| - = 0 iIncreased airport security, you may be tumed away at the gate if the name on your identification does not match the name on your ticket.

ou will be presenting at

First Mame Middle Name Mickname Last Mame

Angie Angie Never

Company Information:
Please note that you must add your cost center to this section.
To do this click on the ellipsis button to the right.

Company Information

Go to top

Employee ID

12345676

Manager Org. Unit/Divisicn Employee Position/Mitle

w

Cost Center [Required]
| Simon Schoeol Dean's Office(CC11127-205) 4 |‘

This will bring up the value box \
Value Search

You can search for your cost center Search for Allowable values for

either by number or name. If you are Cost Center

unsure what your cost center number |
is, please contact your SAP Concur
site admin, Erin Johnson. Once you
have located your cost center, click on
select to add or update your profile.

There are over 200 defined values for
this field. Enter some text so we can
limit the number of options to display.
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Contact information:
Verify your work, home address(es), and your contact information. Required fields are labeled in red.
(please note you will not be able to save your profile unless all required fields are filled in)

Work Address Go 1o top

Company Name

University of Rochester

Street

City State/Province

| I |

Postal Code Country/Region

| H United Stales of America - |

Home Address Go to top

Street

220F Westview Commons Blvd

City State/Province

|Rocnester ” WY |

Postal Code Country/Region

| 14624 H United States of America w |

Contact Information

Go 1o top

‘Work Phone[Required*] Work Extensfpn Work Fax 2nd Work Phone/Remole Office
|7138527910 I I |

Home Phone[Required™]

|71 38527910 ‘

Pag Dmer Thene

Mobile Phone Country/Region Mobile Phone

~| |

**You must specify either a home phone or a work phone.

Email Address:

In the email address section, you can add and verify your email address(es). Note the first email address
must be your university email address. You are able to add additional email addresses such as personal,
family or coworkers that you would like to Cc on your travel bookings. (Do not add admin address here)

Email Addresses Go to top

Please add at lzast one email address.

How do | add an email address?
@ Add an email address
Email Address Verify Contact? Actions

Email 1 apizzo(@depreziravel.com Yes &
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Emergency Contact:
Complete the emergency contact fields as needed.

Emergency Contact Go to top

MName Relationship
|Jal:ob || Other v|
Street
220F Westview Comymons Bivd Address same as employee
sl
City State/Province Postal Code

14604

Phone Alternate Phone

v ||281-708-1624 i

Travel Preferences:

In the travel preference section, you can select your discount travel rates and fare classes. You can
specify air, hotel and car rental preferences as well as add frequent traveler programs.

Travel Preferences Go to top

Eligible for the following discount travel rates/fare classes

[Jasaicar []Government [_|Military [_] SenioriAARP

Air Travel Preferences @

Seat Seat Seclion Special Meals Ticket Delivery

| Don't Care + || Don't Care w || Regular Meal ~ | E-ficket wh

Preferred Departure Airport € Other Air Travel Preferences Medical Alerts

Hotel Preferences

Room Type Smoking Preference Message to Hotel Vendor @

| Don't Care || Don't Care ~ | |

Accessibility Needs
(tj DW‘I\eﬂchail BCCESS |:| Blind accessible

Car Rental Preferences

Car Type ing Pi Car Tr

| Any Car Class v ‘ | Don't Care A | | Automatic W |

Message to Car Rental Vendor &

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs @ Add a Program
+ American firlines Vg, American Airlines AA Advantage Search this vendor 35648GF s ﬁ
+ United Milzage Plus Search this vendor 123455 4 ﬁ

8|Page



Add a Frequent Traveler Program:
To add a frequent traveler program, click on “Add a Program”.

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs © Add a Program

This will bring up the Add travel programs screen. Use the radio buttons to select if this is an air or rail
carrier, car rental company or hotel.

Add Travel Programs

Please enter programs EXACTLY as they appear on your card, excluding spaces and dashes. Do not add any addifional characters. Do not include the carrier code. If
you enter a program incorrectly, you will get a profile error from the reservation system.
For example. if your card is printed "AA12345" or "John Doe/123457, your program number is "12345".

The page allows you to enter up to 5 travel programs at a time. First, select the type of program (carrier name, car rental, or hotel). Then, selzct the
name of the company from the adjacent list. Finally, enter the program number (frequent traveler number, etc.).

- Air/Rail Carrier Frequent Traveler [ Driver/ Guest Number Search this vendor
AR = = * o *
1 O O | Select a carrier V| | |
Air/Rail Carrier Frequent Traveler er/ Guest Mumber Search this vendor
48 = = ' = *
2 @ O O | Select a carrier V| | |
Air/Rail Carrier Frequent Traveler / Drifger/ Guest Mumber Search this vendor
48 = = ' = *
3 @ O O | Select a carrier v| | |
‘i‘i Q |.=| Air/Rail Carrier Frequent Traveler / DriveNRGuest Number Search this vendor
4 @ O O | Select a carrier v| | |
‘i‘i Q |.=| Air/Rail Carrier Frequent Traveler / Driver/ (Jest Humber Search this vendor
@ O O | Select a carrier v| | |

a

Then select the appropriate vendor from the drop-down list and enter the program number. Continue
adding your frequent traveler programs as needed and the click on Save. [ ISP

Note: make sure your profile name and program name are identical. If you enter a program incorrectly,
you will get a profile error from the reservation system.

TSA Secure Flight:
In the TSA secure flight section, verify the required gender and date of birth fields. Complete the DHS
Redress number and TSA Precheck Known traveler number fields as needed.

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be
subject to additional screening or denied transport or autherization. TSA may share information you provide with law enforcement or intelligence agencies or others
under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at

WWW.TSA GOV,

Gender [Required] Date of Birth (mmiddiyyyy)[Required] DHS Redress No@ TSA PFE( Known Traveler Number§)
(OMale (@ Female |’T|era-a‘laa-u | | ‘ |—|
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International Passport/Visa Information:

From the international passport section, add your passport or international visa information. This can
make international travel a little easier. If you do not have a passport or do not wish to add it, please
make sure to check mark “l do not have a passport”. The system will not allow you to save the profile
unless a passport is present or the box has been checked.

International Travel: Passports and Visas Go to top

Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make international
travel a little easier.

Passports © Add a Passport
I do not have a passport

International Visas © Add a Visa

Assistants & Travel Arrangers

From the “Assistants and Travel Arrangers” section you can assign someone to book travel for you.
Note: An assistant or travel arranger must be an existing travel (Concur) user. Individuals or groups with
no work phone number in their profile cannot be designated as primary assistants for travel. To add an
arranger or assistant click on “add an assistant”

Assistants and Travel Arrangers Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.
[[J Refuse Seif Assigning Assistants @

Your Assistants and Travel Arrangers @ Add an Assistant
Never, TTFG ADMIN Do Not Delete Can book trave!? @ s @
Never, Bill Test (Primary Travel Asst) Can book tra\’el?o rd ﬁ

Search and select the individuals within your organization that you would like to give permission to
perform travel functions for you. Select the check boxes to allow them to book travel for you or assign
them as your primary assistant for travel. Click on Save when completed.

Add an Assistant
Search
Pleasa select the individuals within your organization that
you would like to give permission to perform travel functions
Permission to book travel for you far you.

Assistant

Mever, William D. (TTFG ADMIN Do Mot Delete)

\D Can book fravel for me

o Iz my primary assistant for fravel*
g

Primary assistant permission. Automatically
gives permission to book travel

“Individuals/Groups with no work phone number in

. . their profile cannot be designated as primary assistant
Note: anyone designated will for traval.

automatically receive a copy of

your travel itinerary regardless of

who books the reservation.
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Credit Cards:

From the credit card section, you can add or update the credit card you plan to use to book hotels.
Please note that all air travel will be billed directly to your organization. Storing your credit card in your
profile is completely optional, as you will also have the opportunity to add a credit card during the
booking process. Click on “add a credit card”

Credit Cards Go to top

You currently have the following credit cards saved with your profile
© Add a Credit Card

=

HOTEL CARD FOR TRAVEL =111 Exp: 06/2022 rd
i}

On the credit card page, you will enter the name on the credit card, card type, card number, expiration
date and billing address. You will need to designate this card as your default for hotel bookings only.
After you have updated your card information, click on “Save”

Add a Credit Card * Required
Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the card so
you can easily identify and select it when using features that require a credit card transaction.

Display Mame (e.g., My Corporate Card) * Your name as it appears on this card *

] | Wiliam Never |
Card Type = Credit Card Number = Expiration Date =
| v|| |7 v||2021 |

Use this card as the default card for:

|:| Flane Tickets |:| Rail Tickets |:| Car Rentals |:| Hotel Reservations

Billing Address

Enter the billing address for this credit card below. If this is a personal credit card, the billing address will typically be your home
address. If it's a company card, the billing address might be your company address. The billing address must be the address
where the hills for this card are currently delivered, not where you would prefer they be delivered. This information is used to
verify your identity during credit card transactions. Your credit card may be declined if your billing address is inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline your
credit card. Please abbreviate long addresses if possible.

Sireet = Use this address

220F Westview Commons Blvd | Home Address w |
2

City = State * Zip/Postal Code *

| Rochester || mew vork v | 14624 |

Country/Region =

| United Sfafes of America V|
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Saving your Profile:
Once you have completed your travel profile updates, click on any of the “save” icons located on the

profile page.

edFrom E @ MyARC @ TEMS

International Visas

Assistants and Travel Arrangers

5 SureWare User Prof...

@ Magnatech Webpor... @ Surewere Admin  [C:

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

\:| Refuse Self Assigning Assistants €

Your Assistants and Travel Arrangers

Go to top

Binto Concur | C... @ Grasp Data - Login &7 AD

© AddaVisa

@ Add an Assistant

MNever, TTFG ADMIN Do Mot Delete

Never, Bill Test (Primary Travel Asst)

Can book travel? °

Can book fravel? °

=

-
m

Credit Cards

‘You currently have the following credit cards saved with your profile.

Go to top

@ Add a Credit Card

VISA

HOTEL CARD FOR TRAVEL

H1111 Exp: 06/2022 (1=}

Once you have successfully saved your profile you will see in green and white “Profile Saved”. You are
now able to book travel using the U of R online booking tool.

Note: this will automatically update the travel system so your profile will also be available to DePrez
travel agents to assist with your travel bookings.

Profile Personal Information

Your Information

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

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

Other Settings

System Settings

Connected Apps

Concur Connect

Change Password

Travel Vacation Reassignment
Concur Mobile Registration
I'm Assisting

Change Password System Settings

Profile Options

Select one of the fellowing to custemize 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

Concur Mobile Registration

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

Profile Saved
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Booking Flights

Concur makes it easy to book flights for an upcoming trip.

Trip Search

1.From the Concur home page, enter your search criteria, such as type of trip, departure city and date,

and return city and date.

2. you can also specify whether you need a car and/or hotel for your trip.

3. After you complete your search details click on “Search”

Travel

SAP Concur

ROCHESTER

Hello, William

Reporting ~

TRIP SEARCH
.", Booking for myself | Book for a guest
R = = g
Mixed Flight/Train Search
| Round Trip | One Way | Multi Gity ‘

From @

Find 2n aiport | Select multiple airports

Pick-up/Drop-off car at airport
(W

[] Find a Hotel

07}
|7 al city, airport or train station

Find an aiport | Select multiple arports
Deparl € -
= |[ depart v |[0900am v /23 v| ¥
Retumn € -
= |[ depart v | 0300 pm v |23 +|

Search by
| Price ~ |

Administration~ |

App Center .
Profile ~
4

Help~

00

View Trips

ALERTS

@ Triplt creates a schedule with all your iravel details in one place, accessible on Android or iPhone
Simply connect your Concur account to Triplt. Mot right now

COMPANY NOTES

EMERGENCY TRAVEL ASSISTANCE

During normal business hours (Monday-Friday from 8am EST to 5:30pm EST) contact our official travel agency, DePrez Travel
at (585) 442-3900 (option 3) or 800 634-5642 (option 3).

In case of an emergency you may call our After Hours Emergency Center at 888 636-0721 or for International calls 1 682-233-1914

MY TRIPS (0) -

You currently have no upcoming trips
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Spend Authorization (SPA)

You will be prompted to enter your Spend Authorization number, better known as the SPA number. If
you have not obtained your SPA you must exit the system and return when it is available. You will not be
able to proceed past this screen without your Spend Authorization number.

1. The spend authorization number will begin with SPA followed by 8 numbers.
2. Once you have entered your SPA click on “Next”

SAP Concur Travel Reportingv App Center

Travel  Amangers  Triplibrary  Templates  Tools

Welcome to Concur!

We need a lttle more information to start booking your trip. Please take a moment to fill out the following fields and click Next.

Thank you

Concur XA

‘Spend Autharization Number (EX SPA12345675) [Required]
‘ n‘

Administration~ | Help+

Profile ~ a

Flight Results

You will see a list of available
flights on the Depart tab.

1. To filter the results,
select a column, row,
or cell in the Airline
grid at the top of the
Results page or you
can use the sliding
scales on the left.

2. Scroll down to view
more results

=
Travel  Amangers  TrpLibrary  Templa Tools  Concur XA
B L Showas | USD. v
Trip Summary A
Ta) Select Flights or Trains
m . =]
Finalize Trip
Change Search v
Depart - Mon, Aug 23 ~
° ° 7
Depart 0B00A-1115A Shop by Fares She S le
L °
Amve 06:53A-0841P e ts. @
Q Sorted By:  Price - Low to High v
4 Al
Return - Fri, Aug 27 N
® ° Southwest Business Select
T 5458.1
Depart 1220P-0507P Q 0930 Au s0m 14
o °
Amve 0424P-1126P
Q 05 1:00 Pt B h 00m
Price N
Mor tai
°
Price  $458 1452220350
Southwest Wanna Get Away/Busi Busi Sels
Display Settings ~| 5 o s458.82 528.99
Display Settings Select
Hide fights without refuncabie fares 11:00 Pu R n 0OM

Hide Propeser Planes
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Selecting Your flights

The Shop by Fares tab displays your selected flight options. You can use the Shop by Schedule tab to

view results by flight times.

By clicking on “Fare Details” this
will provide a breakdown of the
flight details as well as the
available fares and rules.

If you want to view the available
seating for the flight, click on
“View seats” to open a popup
window that displays the seating
configuration. Depending on the
airline, you can select your desired
seat for the flight.

When you are ready to select your
flight, click on the fare amount. e

American Airiines !

Main Cabin
585.26
\\ 0617 am ROC 12:14 pm ORD 1CLT 6h 57m °
. 10:04 Pm ROC 1CLU 6h 57m

\ 02:07 PMORD
1 AAS413/AA 5441 operated by PSA AIRLINES AS AMERICAN EAGLE

Preferred Airline Hide fares/details ~

DEPART ¥ Mon, Aug 23 — Rochester, NY to Chicago. IL /2h 36m layover in Charlotte, NC
Mon, Aug 23 08:17a ROC — 08:24a CLT 2h 07m American Airlines 5413 View seats
Canadair Regional Jet 900 / 246 Ibs CO;
Operated by PSAAIRLINES AS AMERICAN EAGLE
Layover in Gharlotte, NC 2h 36m Charlotte Airport
11:00a CLT 12:14p ORD 2h 14m American Airlines 2408 View seats
Boeing 737-800/ 257 Ibs COz
RETURN % Fri, Aug 27 — Chicage, IL to Rochester, NY /3h 01m layover in Charlotie, NC
Fri, Aug 27 02:07p ORD 05:14p CLT 2h 07m American Airlines 2488 View seats
Boeing 737-800 / 257 lbs CO;
Layover in Gharlotte, NC 3h01m Charlotte Airport
08:15p CLT 10:04p ROC 1h 49m American Airlines 5441 View seats

Canadair Regional Jet 900 / 246 lbs COz
Operated by PSAAIRLINES AS AMERICAN EAGLE

Fare Options Free Checked Bags

Main Cabin Flexible

3832.75

Hide details ~

Hide detfails ~

Main Cabin (M, M, V, V)

Rules Benefits/Services L R

Main Cabin Flexible (K)

0 Yes
Rules Benefits/Services

Fees may apply

View more fares

° EZB

$832.75

Sabre
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Review and Reserve Flights

In the Review and Reserve flights section, review your flight itinerary.

Scroll down to review the
seat map, review the price
summary information.
Please note the method of
payment is automatically
set to bill directly to U of R.

ENTER TRAVELER INFORMATION

Ensure all traveler information below is correct. @

Primary Traveler

Review and Reserve Flight
REVIEW FLIGHTS

DEPART X Mon, Aug 23 — Rochester, NY to Chicago, IL Hide details A
Mon, Aug 23 08:00a ROC - 06:58a ORD 1h 58m American Airlines 3051
Canadair Regional Jet 700
Operated by SKYWEST AIRLINES AS AMERICAN EAGLE
RETURN ¥ Fri, Aug 27 — Chicago, IL to Rochester, NY /52m layover in Charlotte, NC Hide details ~
Fri, Aug 27 04:20p ORD —* 07:23pCLT 2h 03m American Airlines 815
Boeing 737-800
Layover in Charlotte, NC 52m Chariotte Airport
08:15p CLT - 10:04p ROC 1h 49m American Airlines 5441
Canadair Regional Jet 900
Operated by PSAAIRLINES AS AMERICAN EAGLE
Verify your traveler
information is correct. If
Edit | Review all

Name: William Angie Never Phone: 7138527910 Email: | apizzo@depreziravel com +

Frequent Flyer Programs Add a Program
Far American Airlines

| merican Aifines —=+=GF + |

SELECT SEATS
Select your preferred seats, otherwise Concur will request them for you based on your Profile.
Flight Seat
AA 3051 Main Cabin Flexible (Y) Select a seat
AAB15 Main Cabin Flexible (K) Select a seat
AA 5441 Main Cabin Flexible (K) Select a seat

REVIEW PRICE SUMMARY

Description Fare
Airfare $989.32

Taxes and Fees
$110.30

Charges
$1,099.62

Total Estimated Cost: $1,099.62
Total Due Now: $1,099.62

METHOD OF PAYMENT

This purchase will be charged to your company directly.

By completing this booking, you agree to the iare%d restrictions and hazardous goods policy.

m Reserve Flight and Continue

you did not enter your
frequent flyer program
information in your
profile you may do so
here by clicking “add a
program”

After you have
reviewed the fare rules
and restrictions, click on
“Reserve flight and
Continue”

16| Page



Travel Details
You will see your complete travel itinerary. From this page you can also choose to add a car or hotel to
your itinerary.

If you selected the options to book a car and/or a hotel on the initial search page, you will be prompted
to select a car or hotel for your trip before you see the “Travel Details”

Travel Details

TRIP OVERVIEW
| want to... Trip Name: Trip from Rochester to Chicago (sqit Add to your Itinerary
Print lfinerary .
E-mail linerary Start Date: August 23, 2021 @ Car @ Hotel

End Date: August 27, 2021
Created: July 24, 2021, William Never (Modified: July 24, 2021)
Description: {No Description Available) gz

Spend Authorization Number (EX: SPA12345678):
TST12345678

Agency Record Locator: EHZUVW
Passengers: William Angie Never
Total Estimated Cost: $1,099.62 USD (Details)

0 Airfare must be ticketed by: 07/25/2021 11:55 PM Eastern

Scroll down and then click on “Next” to continue.

If you close at this point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has dep required will not be
cancelled.

Cancel Trip

Note: a pop-up window will notify you that your trip does not have any car or hotel reservations.
Confirm that you do not want any additional reservations by clicking ok.

ATTENTION!

& Your trip does not have any car or hotel reservations.
You can add a car or hotel reservation from the itinerary display.

Click "Cancel” to go back and add a car and/or hotel, or click "OK" to
continue with your present itinerary.

=
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Trip Booking Information:
On the Trip booking Information
page, notice that the Trip Name is

Trip Name

This will appear in your upcoming trip list

Trip Booking Information

The trip name and description are for your record keeping convenience.

Trip Description (optional)
Used fo identify the trip purpose

based on the departure and arrival

Trip from Rochester to Chicago

cities. You can edit the Trip Name as

Send a copy of the confirmation to: @

needed. You can also provide a Trip |

Description and enter who you
would like to send a copy of the
confirmation to, if applicable. Then
scroll down and click on “Next”

@HTML OPlain-text

Trip Confirmation

Send my email confirmation as

To finalize your reservation process,
scroll down and click on “Purchase
Ticket”. Please note if you exit from

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

this page your trip will not be processed and no ticket will be issued. Make sure to “Purchase ticket”

Almost done... Please confirm this itinerary.

Cancel Trip

Display Trip

Purchase Ticket==

Finished

Before exiting the system insure you have
reached the final page that states “Finished” at
the top. Your reservation has now been
submitted for ticketing and you will receive a
confirmation shortly after this. You may now exit
out and return to your travel home page.

Finished!

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

This trip complies with your travel policy.
Your itinerary has been saved. Tzell Travel Group/DePrez Travel (University of Rochester) wil service your itinerary.
Please Note: Fares are not guaranteed until ticksts are issued and are subject to change without notice

Airfare must be ticketed by: 07/25/2021 11:55 pm Eastem

Travel Contact Information ‘

Agency Hours: 8:00 am. - 5:30 p.m. Mon-Fri

TRIP OVERVIEW

[-University of Rochester

Trip Name: Trip from Rochester to Chicago
Start Date: August 23, 2021

End Date: August 27, 2021

Created: July 24, 2021, William Never (Modified: July 24, 2021)
Description: (No Description Available)

Spend Authorization Number (EX: SPA12345678): TST12345678
Agency Record Locator: EHZUVWY

Passengers: William Angie Never

Total Estimated Cost: $1,099.62 USD

0 Airfare must be ticketed by: 07/25/2021 11:55 PM Eastern

Agency Name: Tzell Travel Group/DePrez Travel (University of Rochester)

Address:
Deprez Travel Bureau, Inc
145 Rue De Ville, Suite 1
Rochester, NY 14618

RESERVATIONS

Monday, August 23, 2021

@ Flight  Rochester, NY (ROC) to Chicago, IL (ORD)
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Booking Cars
With some trips you may require a car but not airfare.

Trip Search
1. To book a car, from the Concur home page click on the “CAR” tab

TRIP SEARCH ALERTS

& Booking for | Book for a guest [i ] T.rlpI[ creates a schedule with all your tra\fel detalls in one place, accessible on Android or iPhone.
Simply connect your Concur account to Triplt Not right now

AR = = @

Mixed Flight/Train Search COMPANY NOTES
Round Trip | One Way | Multi City |
EMERGENCY TRAVEL ASSISTANCE
From @
Departure city, airport or frain station | During normal business hours (Monday-Friday from 8am EST to 5:30pm EST) contact our official travel agency, DePrez Travel
at (585) 442-8900 (option 3) or 800 634-5642 (option 3).

Find an aiport | Select multiple aimorts
‘TUQ | In case of an emergency you may call our After Hours Emergency Center at 888 636-0721 or for International calls 1 682-233-1914.
Arrival city, airport or train station

=L T

2. Enter your search criteria, such as pick- up and drop-off dates, location and other search

options.
3. Then click on Search

TRIP SEARCH ALERTS

& Booking for myself | Book for a guest [i ] T.rlplt creatas a schedule with all your tra\(el details in one place, accessible on Android or iPhane
Simply connect your Concur account to Triplt. Mot right now

X2 ® = &

Car Search

COMPANY NOTES

Pick-up date
- |[ 1200 pm | EMERGENCY TRAVEL ASSISTANCE
Drop-off date P—— During normal business hours (Monday-Friday from Bam EST to 5:30pm EST) contact our official travel agency, DePrez Travel
|[ 1200 pm ~ | at (585) 442-8900 (option 3) or 800 634-5642 (option 3).

ick-up car at In case of an emergency you may call our After Hours Emergency Center at 888 636-0721 or for Intemational calls 1 62-233-1914.

® Airport Terminal ) Off-Airport

Please enfer an airport.

MY TRIPS (1) >
D Return car te another location
» More Search Opi
£ SESrEn BEenE AUG Trip from Rochester to Chicago

23-21
Maore - o
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Spend Authorization (SPA)
You will be prompted to enter your Spend Authorization number, better known as the SPA number. If
you have not obtained your SPA you must exit the system and return when it is available. You will not be

able to proceed past this screen without your Spend Authorization number.

1. The spend
authorization
number will begin
with SPA followed
by 8 numbers.

2. Once you have
entered your SPA
click on “Next”

Filtering Search Results

SAP Concur

Travel  Arrangers

Travel

Reportingv App Center

TripLibrary  Templates  Tools  Concur XA

Welcome to Concur!

Administration | Helpv

Profile ¥ &

We need a little more information to start booking your trip. Please take a moment to fill out the following fields and click Next.

‘Spend Authorization Number (EX- SPA12345678) [Required]
/,‘

Review the car search results. To filter the results, select a column, row, or cell in the grid at the top or
use the options on the left side of the screen. To hide the results matrix and view more of the car results

list, click on “Hide Matrix”

Trip Summary

(¥ ) selectacar
Pick-up: Tue, 08/31/2021
Drop-off: Fri, 09/03/2021

Finalize Trip

Change Car Search ~

Car Display Filters ~

[ uniimited miles

[ air conaitioning

[ Hyorid

Car Transmission
[ Automatic

) Manual

CK UP: (ROC) ON TUE, AUG 31 12:00 PM

URN: FRI,

16 results
Hertz

ost Preferred
[ =]

> Budget

AVIS

SEP 3 12:00 PM

Hide matrix Print/ Email

Ecoromy Compact

121.93 12183

Show as | USD .~

Standard

1CQALROC/31AUG-035SEP/1200-1200/CD-LEADERS/RC-BEST@USD™> DIRECT CONNECT AVAILABILITY - ALAMO

— RESPONSE **THE RENTAL STATION IS NOT OPEN ON THIS DAY

Displaying: 4 out of 16 results. @

Hertz

=

Economy Car - $31.00 per day (Sabre)

Automatic transmission
Unlimited miles, Pick-up: Terminal: ROC

Adults: 2, Children: 2, Large bags: 1, Small bags: 1@
(Corporate rate)

Most Preferred Car Vendor for University of Rochester

Hertz

e

-t

Compact Car - $31.00 per day (Sabre)

Automatic transmission
Unlimited miles, Pick-up: Terminal: ROC

Adults: 2, Children: 2, Large bags: 1, Small bags: 2@
(Corporate rate)

Most Preferred Car Vendor for University of Rochester

Sorted By | Policy - Most Compliant ~

Total cost@
$121.93

Location details

Total cost@
$121.93

Location details
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Location Details

Use the location details link to view more information about the rental car.

Displaying: 4 out of 16 resulis. @

Hertz Economy Car - $31.00 per day (Sabre)

Automatic transmission
Unlimited miles, Pick-up: Terminal: ROC

=

Most Preferred Car Vendor for University of Rochester

(Corporate rate)

Total cost@
$121.93

Adults: 2, Children: 2, Large bags: 1. Small bags: 1@

Location details

Hertz Compact Car - $31.00 per day (Sabre)

Automatic transmission
B =~ Unlimited miles, Pick-up: Terminal: ROC

(Corporate rate)

Most Preferred Car Vendor for University of Rochester

Confirming a Reservation
To choose a car, click the fare amount.

Displaying: 4 out of 16 resulis. @

Hertz Economy Car - $31.00 per day (Sabre)

Automatic transmission
Unlimited miles, Pick-up: Terminal: ROC

=

Most Preferred Car Vendor for University of Rochester

{Corporate rate)

Hertz Compact Car - $31.00 per day (Sabre)

Automatic transmission
e Unlimited miles, Pick-up: Terminal: ROC

{Corporate rate)

Most Preferred Car Vendor for University of Rochester

Review and Reserve

You will see your complete car rental
itinerary and you can add other information
for the car rental, including car preferences
and driver information.

Click on “Reserve Car and Continue”

Adults: 2. Children: 2, Large bags: 1, Small bags: 1@

Total cost@®
$121.93

Adults: 2, Children: 2, Large bags: 1, Small bags: 2@

Location details

Total cost@
$121.93

Location details

Total cost@®
$121.93

Adults: 2, Children: 2, Large bags: 1, Small bags: 2@

Location details

Review and Reserve Car

REVIEW RENTAL CAR
Hertz Car Rental Location Details

Type Pick-up Drop-off
Econemy Car  Airport Terminal Airport Terminal
Features ROC: Rochester ROC: Rochester

12:00 pm Tue, 08/31/2021 12:00 pm Fri, 09/03/2021

PROVIDE RENTAL CAR PREFERENCES
‘Your preferences and comments will be passed to the rental car agency.
Comments (30 character max)

k-up (10am; |

ENTER DRIVER INFORMATION

Ensure the name below matches the |.D. you have with you on the day of pick-up. @

Driver
Name: William Angie Never  Phone: 7138527910  Email: | apzzogaepreztravel com v |

Edit | Review all

Rental Car Agency Program Add a Program

[ 1o Program selected + |

REVIEW PRICE SUMMARY

Description Daily Rate Dates Total
Hertz Car Rental $31.00 Aug 31- Sep 03 §121.93°

Total Estimated Cost: $121.93
Total Due Now: $0.00*

= Rental
** Remail

jer's estimated amount. Exact fees unknown. Does not include additional fees incurred during time of travel.
ount due at rental location

Reserve Car and Continue I
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Travel Details

You will see your complete travel itinerary. From this page you can also choose to add an additional car,
hotel or air to your itinerary.

Travel Arrangers Trip Library

Templates

Tools Concur XA

Travel Details

Trip Summary

Review Travel Details
Enter Trip Information

Submit Trip Confirmation

T\ . TRIP OVERVIEW
(%) Finalize Trip

| want to...
Print ltinerary
E-mail ltinerary

Trip Name: Car Reservation at ROCHESTER (Edit)

Start Date: August 31, 2021

End Date: September 03, 2021

Created: July 25, 2021, William Never (Madified: July 25, 2021]
Description: (No Description Available) (Esity

Spend Authorization Number (EX: SPA12345678):

Add to your Itinerary

o-
@ Hotel

-

TST12345678

Agency Record Locator: FNNHEP
Reservation for: William Angie Never

Total Estimated Cost: $121.93 USD (Details)

RESERVATIONS

Scroll down and then click on “Next” to continue.

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.

Trip Booking Information

On the Trip booking
Information page, notice
that the Trip Name is
based on the departure
and arrival cities. You can
edit the Trip Name as
needed. You can also
provide a Trip Description
and enter who you would
like to send a copy of the
confirmation to, if
applicable. Then scroll
down and click on “Next”

Trip Booking Information

The trip name and description are for your record keeping convenience.

Trip Name
This will appear in your upcoming frip list.

Trip Description (optional)
Used to identify the trip purpose

CarfHotel Reservation

Pl

Send a copy of the confirmation to: @

Send my email confirmation as

@HTML OPlain-text

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

r&u may be cancelled.

T T (S
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Trip Confirmation

To finalize your reservation process, scroll down and click on “Confirm Booking”. Please note if you exit
from this page your trip will not be processed and car reservation will not be confirmed. Make sure to

“Confirm Booking”

Almost done... Please confirm this itinerary.

Display Trip

Confirm Booking== Cancel Trip

Finished

Before exiting the system insure you have reached the final page that states “Finished” at the top. Your
reservation has now been submitted for ticketing and you will receive a confirmation shortly after this.

You may now exit to your travel home page.

Finished!

You have successfully booked your trip!

Trip Record Locator : FNNHEP

This trip complies with your travel policy.

Your itinerary has been saved. Tzell Travel Group/DePrez Travel {University of Rochester) will service your itinerary.
Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice

Travel Contact Information

Agency Hours: 8:00 a.m. - 5:30 p.m. Men-Fri

[, University of Rochester

Trip Name: Car/Hotel Reservation
Start Date: August 31, 2021
End Date: September 03, 2021

Description: (No Description Available)

Agency Record Locator: FNNHEP
Reservation for: William Angie Never
Total Estimated Cost: $121.93 USD

Address:

Deprez Travel Bureau, Inc
145 Rue De Ville, Suite 1
Rochester, NY 14618

TRIP OVERVIEW

Created: July 25, 2021, William Never (Modified: July 25, 2021)

Spend Authorization Number (EX: SPA12345678): TST12345673

Agency Name: Tzell Travel Group/DePrez Travel (University of Rochester)

Pick Up: 12:00 PM Tus Aug 37
Pick-up at: Rochester US (ROC)

RESERVATIONS
Tuesday, August 31, 2021

Hertz Car Rental at: Rochester US (ROC)
Pick-up at Rochester US (ROC)

Confirmation: JB344662416
Status: Confirmed
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Booking Hotels

Concur makes it easy to book a hotel for an upcoming trip.

Trip Search
1. To book a hotel, from the Concur home page click the “HOTEL” tab.

TRIP SEARCH ALERTS

@ Triplt creates a scheduls with all your travel details in one place, accessible on Android or iPhone

& Booking for myself | ok for a guest X X
Simply connect your Concur account to Triplt Mot right now

R = = @

Mixed Flight/Train Search COMPANY NOTES
| Round Trip ‘ One Way | Multi ity ‘
EMERGENCY TRAVEL ASSISTANCE
From @
|:;:., ture city. airport or frain statior ‘ During normal business hours (Monday-Friday from 8am EST to 5:30pm EST) contact our official travel agency, DePrez Travel
. at (585) 442-8900 (option 3) or 800 634-5642 (option 3).
8 In case of an emergency you may call our After Hours Emergency Center at 888 636-0721 or for International calls 1 662-233-1914

2. Enter your search criteria such as check-in and check-out dates, location and other search
options, and then click on “Search”.

TRIP SEARCH ALERTS

@ Triplt creates a schedule with all your travel details in one place, accessible on Android or iPhone.

.', Booking for myself | Book for a guest . i
Simply connect your Concur account to Triplt Not right now

x0 = [=]e

COMPANY NOTES

Hotel Search

Checkin Dale  Check-out Date

= = | EMERGENCY TRAVEL ASSISTANCE

Search wwthin‘s |mﬂes from During normal business hours (Menday-Friday from 8am EST to 5:30pm EST) contact our official travel agency, DePrez Travel

Qaipot () Address at (585) 442 8900 (option 3) or 800 634-5642 (option 3).

"]fgc";:::v ®gz[;e'e”°e Reaizy In case of an emergency you may call our After Hours Emergency Center at 888 636-0721 or for International calls 1682-233-1914.

Reference Point / Zip Code

(e.g. 'Statue of Liberty, '90210° or ‘Alexandria, VA)

Only shovs routs shoving MY TRIPS (2) i

AUG Trip from Rochester to Chicago AUG3l cCar/Hotel Reservation
23-21 SEP03
m\ More~ €3 More~
. . SAP Concur Travel  Reporting= App Canter
Spend Authorization (SPA)
wvel  Ansngers  Taplibary  Templstes  Tools  Concur XA
You will be prompted to enter your Spend R
. . We nesd a s mor o to start booking your trp. Plesse taks a momant to fll out the following filds and click Next
Authorization number, better known as the SPA
. ‘SpEna sutharzshen Numker [ SPA1Z345670) Requrea)

number. If you have not obtained your SPA you I| I

must exit the system and return when it is
available. You will not be able to proceed past
this screen without your Spend Authorization
number.

1. The spend authorization number will
begin with SPA followed by 8 numbers.

£ e
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2. Once you have entered your SPA click on “Next”

Hotel Results Page

On the Hotel Map, the numbered icons are the hotels located within your specified search radius

To hide the map and

results, click “Hide Map”

Filtering Results
Review the hotel
search results. To
Filter the results, use
the “Sorted By” fields
above the list.

Room Details

To view more details
and to select a specific
room type, click on
“View Rooms”

CHECK-IN MON, AUG 23 - CHECK-OUT TUE, AUG 24
view more of the search s
i p Mrint / Email

Show as | USD.- v |

Company Preferred Accommodation

Mantorville

Kasson

Vernon

> Bing

Kalmar u

aiascade

\
CIMARRON
N

(s2)

MANOR PARK

Byron

)
(9 Qkochester
"

Haverhill

=

woom.\\m a 5

Salem Corners
Rochester
Township

09

Rock Dell

8
4N R N
ﬁarion

—

Road

Viola

ORCRO)

Eyota.

€ 2021 TomTom, © 2021 Microsoft Corporation Terms

Show Map Print / Email

Name Search

Q Sorted By: | Price - Low to High

Lo,
S

1. Americlnn Hotel & Stes Rochester Airport

7320 Airport Visw Dr SW, Rochester, MN 55902-1847

Y093 miles WK

2. La Quinta Inn & Suites Rochester
4353 Canal Place SE, Rochester, MN 55304

V377 miles WK

3. Comfort Suites
4141 Maine Ave SE, Rochester, MN 55904

¥39miles WX

4. Hampton Inn Rochester
1755 S Broadway, Rochester, MN 55804

V62miles K

Most Preferred Hotel Chain for University of Rochester

Map it

Map it

Map it

Map it

Company Preferred Accommodation

Displaying: 52 out of 52 results
Previous 12 3 Next | All

$79

Hotel details

$108

View Rooms

ﬁ

Hotel details

$111

View Rooms

Hotel details

$113

View Rooms

Hotel details
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Company Preferred
On some hotels in your search result, you will see them listed as Most Preferred or Preferred. These are
the hotels that U of R has special discounts with. It is important, when possible, to utilize these hotels.

4. Hampton Inn Rochester $113
1755 S Broadway, Rochester, MMN 55904  Map it
¥6.2miles O

I Most Preferred Hotel Chain for University of Rochester I Hotel details

Reserving a room
Review the hotel information, room options, and cancellation policy.

2. La Quinta Inn & Suites Rochester $108
4353 Canal Place SE. Rochester, MM 55904 Map it

Hide Rooms ‘

Hotel details

Room Options

Ccra - 1 Queen Nsmk With Free Wifi, Free Breakfast, Mini-fridge, Microwave, Ac, =
Q $108

Rules and cancellation policy

Ccra - 2 Queen Nsmk With Free Wifi, Free Breakfast, Mini-fridge, Microwave, Ac,

Bathtub/shower (Sabre) o $108

Rules and cancellation policy

Travel Leaders - 2 Queen Accessible Room Nsmk With Free Wifi, Free Breakfast, Mini-fridge,
Accessible (Sabre) ° $108

Rules and cancellation policy

Travel Leaders - 1 Queen Nsmk With Free Wifi, Free Breakfast, Mini-fridge, Microwave, Ac,
Bathtub/shower (Sabre) $108

Rules and cancellation policy

To reserve a room, click the price

Review and Reserve Hotel
You will see your complete hotel itinerary and can review the details.
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Review and Reserve Hotel

REVIEW HOTEL ROOM

La Quinta Inn & Suites Rochester

Ccra - 1 Queen Nsmk With Free Wifi, Free Breakfast, Mini-fridge, Microwave, Ac, Bathtub/shower
1 Night | 1 Guest™

Check-in Check-out Address Phone
Monday, August 23, 2021 Tuesday, August 24, 2021 4353 Canal Place SE 507-289-4200
Rochester, Minnesota 55904
United States

* We reserve every hotel raom for 1 guest only. regardless of the number of actual fravelers sharing the room. The primary fraveler's name is attached to the reservation for hotel
check-in.

PROVIDE HOTEL ROOM PREFERENCES
Your preferences and comments will be passed to the hotel

Comments (30 character max)

ENTER HOTEL GUEST INFORMATION

Ensure the name below matches the I.D. shown on the day of check-in. @

Hotel Guest Edit| Review all
Name: William Angie Never Phone: 7138527910 Email:‘ apizzo@depreziravel com W

Hotel Program Add a Program

‘ Ho Program selected v |

REVIEW PRICE SUMMARY
Description Nightly rate Dates Total
La Quinta Inn & Suites Rochester $108.30 Aug 23 - Aug 24 $108.30
Total Estimated Cost: $108.30%
Total Due Now: $0.00™

Hotel Guest Information
Review your personal information for accuracy. Here you are able to also add any program information
that you may not have added to your profile. Click on “Add a Program”

ENTER HOTEL GUEST INFORMATION
Ensure the name below matches the I.D. shown on the day of check-in. @
Hotel Guest Edit | Review all

Name: William Angie Never Phone: 7138527910 E

Hotel Program Add a Program /

| Mo Program selected v |

Spizzo@depreztravelcom v

REVIEW PRICE SUMMARY
Description Nightly rate Dates Total
La Quinta Inn & Suites Rochester $108.30 Aug 23 -Aug 24 §108.30
Total Estimated Cost: $108.30%
Total Due Now: $0.00™

Method of Payment

Please note you must provide a credit card to book a room reservation. If you have updated your profile
with a credit card it will automatically prepopulated as the method of payment. If you have not stored a
card in your profile, click “add a credit card”
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SELECT AMETHOD OF PAYMENT

The credit card you select will be held to confirm your reservation. You will not be charged in full until your hotel stay.

| HOTEL CARD FOR TRAVEL (. 1111) |g Edit IIAdd credit cardl

* Indicates credit card is a company card

Adding a credit card

On the credit card page,
you will enter the name on
the credit card, car type, car
number, expiration date
and billing address. You will
need to designate this card
as your default for hotel
bookings only. After you
have updated your card
information, click on “Save”

Rate Details and
Cancellation Policy

Add a Credit Card * Requirad
Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the card so
you can easily identify and select it whean using features that require a credit card transaction

Display Name {e.g., My Corporate Card) * “Your name as it appears on this card *

|Wi|l\am Never |
Card Type * Credit Card Number * Expiration Date *
v || [[7 ~|[2021 ~|
Use this card as the default card for:
|:| Flane Tickets |:| Rail Tickets |:| Car Rentals \:| Hotel Reservations

Billing Address

Enter the billing address for this credit card below. If this is a personal credit card, the billing address will typically be your home
address. If it's a company card, the billing address might be your company address. The billing address must be the address
where the bills for this card are currently delivered, not where you would prefer they be delivered. This information is used to
verify your identity during credit card transactions. Your credit card may be declined if your billing address is inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline your
credit card. Please abbreviate long addresses if possible.

Use this address
‘ Home Address R |

Street *
220F Westview Commons Blvd

g

Zip/Postal Gode *

[ 14624 |

State *
[[ mew vork v/

Gity *
|Rocnester

Country/Region *

| United States of America v|

To proceed with your hotel booking you must scroll down and select the check box to agree to the
hotel’s rate rules, restrictions, and cancellation policy

ACCEPT RATE DETAILS AND CANCELLATION POLICY

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

RATE: USD 108.30
TOTAL RATE: 12468 USD

Please review the rate rules and restrictions before continuing.

The hotel provided the following information:

*| agree to the hoiel's rate rules, restrictions, and cancellation pelicy.

Reserve Hotel and Continue
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4

Click on “Reserve Hotel and Continue’

Travel Details

You will see your complete travel
itinerary. From this page you can also
choose to add an additional hotel, car
or Air to your itinerary.

Travel Details

TRIP OVERVIEW

| want to..
Print ltinerary
E-mail ltinerary

Trip Name: Hotel Reservation at ROCHESTER AIRPORT,
ROCHESTER, MN (a1

Start Date: August 23, 2021
End Date: August 24, 2021

Created: July 25, 2021, William Never (Modified: July 25, 2021)
Description: (No Description Available) (=)

Spend Authorization Number (EX: SPA12345678):
TST12345678

Agency Record Locator: YTMDFG
Reservation for: William Angie Never
Total Estimated Cost: $108.30 USD (Detais)

Add to your Itinerary

o 0-
@ Hotel

507-289-4200

Room Details

Gancellation Policy

Scroll down and then click on “Next” to continue.

Checking In: Mon Aug 23
Room 1, Days 1, Guests 1

Gancellation Fees may apply
Must Cancel 1 Day(S) Prior To Amival

o Add to your Itinerary

RESERVATIONS
Monday, August 23, 2021

La Quinta Inn & Suites Rochester

4353 Canal Place SE
Rochester, Minnesota, 55904

Status: Confirmed

Checking Out: Tue Aug 24

Additional Information
Daily Rale: $108.30 USD

Total Rate: $108.30 USD

Roam Description: ReemDescriptionCode C1DCCR

appl,

Confirmation: 89501EC036204

Change | Cancel

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.

e e
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Trip Booking Information

On the Trip booking Information page, notice that the Trip Name is based on the trip type and arrival
cities. You can edit the Trip Name as needed. You can also provide a Trip Description and enter who you

would like to send a copy of the
confirmation to, if applicable. Then
scroll down and click on “Next”

Trip Booking Information

The rip name and description are for your record keeping convenience.

Trip Name Trip Description (optional)

This will appear in your upcoming trip list

Used to identify the trip purpose

Hotel Reservation at ROCHESTER AIRPORT,
ROCHESTER, MN

A

Send a copy of the confirmation to: @

Send my email confirmation as
@HTML OPlain-ext

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.

Display Trip || <= Previous

Trip Confirmation
To finalize your reservation

Almost done... Please confirm this itinerary.

Display Trip Confim Booking==

process, scroll down and

click on “Confirm Booking”. Please note if you exit from this page your trip will not be processed and
hotel reservation may not be confirmed. Make sure to “Confirm Booking”

Finished

Before exiting the system insure you have reached the final
page that states “Finished” at the top. Your reservation has
now been submitted for ticketing and you will receive a
confirmation shortly after this. You may now exit out to the
system and return to your travel home page.

Finished!

You have successfully booked your trip!
Trip Record Locator : YTMDFG
This trip complies with your travel policy.

Your iinerary has been saved. Tzell Travel Group/DePrez Travel (University of Rochester) wil service your itinerary.
Please Note: Fares are not guaranteed uniiltickets are issued and are subject to change without notice.

Travel Contact Information

Agency Hours: 8:00 am. - 5:30 p.m. Mon-Fii

TRIP OVERVIEW

[ University of Rochester

Trip Name: Hotel Reservation at ROCHESTER AIRPORT, ROCHESTER, MN
Start Date: August 23, 2021

End Date: August 24, 2021

Created: July 25, 2021, William Never (Modified: July 25, 2021)

Description: (No Description Available)

Spend Authorization Number (EX: SPA12345678): TST12345678

Agency Record Locator: YTMDFG

Reservation for: Wiliam Angie Never

Total Estimated Cost: $108.30 USD

Agency Name: Tzell Travel GroupiDePrez Travel (University of Rochester)

Address:

Deprez Travel Bureau, Inc
145 Rue De Ville, Suite 1
Rochester, NY 14615

RESERVATIONS
Monday, August 23, 2021

La Quinta Inn & Suites Rochester
4353 Canal Place SE

Rochester, Minnesota, 55804
us
507-285-4200
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