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HOW TO BOOK TRAVEL IN CONCUR 

 
0BBenefits of Booking Travel in Concur: 

 

1. 1BBook and manage travel online anytime. 

2BReserve, modify or share your air, rail, car or hotel booking online at any time and on any 
day. To speak directly with a BU-trained agent at Christopherson Business Travel (CBT), 
call 617-353-1700 or email travelbooking@bu.edu. Core hours are 8am-6pm ET, Mon-Fri. 

 

 

 

2. 3BStay informed with real-time travel updates. 

4BReceive real-time updates shared seamlessly between CBT agents and Concur. 

 

 

 

 

3. 5BAccess BU preferred suppliers, compliant with BU Travel policy. 

6BBU preferred suppliers are automatically highlighted. 

 

 

 

7BFor additional assistance, please contact Boston University Travel & Card Services via the Financial Affairs 
Customer Service portal. 

  

mailto:travelbooking@bu.edu
https://bu.service-now.com/fa?id=sc_category_fa&catalog_id=2831c5e4db0efb000dd825894b9619e5
https://bu.service-now.com/fa?id=sc_category_fa&catalog_id=2831c5e4db0efb000dd825894b9619e5
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I. LOG IN TO CONCUR 
 

1. 8BLog in to the BUworks Central Portal with your Kerberos username and password. 

2. 9BClick on the Employee Self-Service tab along the top of the page. 

3. 10BSelect Travel and Expense Reimbursements. 

4. 11BClick Manage Business Travel Arrangements and Reimbursements. 
 

 

 

101BThe home page displays features for booking travel. Click on the Home drop-down and click on Travel to view 
more. 

12B  

https://ppo.buw.bu.edu/
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II. UPDATE YOUR TRAVEL PROFILE 
 

1. 13BOn the Concur home page, click the profile icon in the top right corner of the Concur home page.  

 

2. 14BSelect “Profile Settings” to display Profile Options.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. 15BUpdate information as necessary and click Save. 

 

102BNote: Complete all required fields including your legal name on your travel document (Driver’s License or 
Passport), date of birth, and gender before saving your profile. 
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III. MAKE A RESERVATION 

SEARCH FOR A FLIGHT 

1. 16BClick the airplane icon and select round trip, one way, or multi-city. 
2. 17BEnter your departure location in the From field and your arrival location in the To field. Note: Click Find an 

airport for assistance locating the appropriate airport in your desired location. 
3. 18BSelect your Departure and Return dates. The dropdown menu will display hourly options. Note: To widen 

the scope of your search, change the number of hours in the number field (e.g., +/- 4)  
4. 19BClick Search to populate results. 
5. 20BReview and select your preferred flights. Modify your search results by changing information along the 

left side of the page. Note the following icons and warning symbols*: 
a. 21BA green icon indicates the fare is within policy. 
b. 22BA yellow alert symbol indicates the fare is outside of policy; you will need to provide a reason for 

booking outside of BU’s travel policy.  
c. 23BA red icon indicates this is out of policy and you will not be allowed to confirm this segment 

6. 24BReview and Reserve the flight segments before completing your reservation or adding car and hotel 
bookings. Remember to select your seats. 

103B  

104B*Colored icons and warning symbols may appear as depicted below. 

105B  
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CAR SEARCH 

1. 25BTo reserve a car, select the car icon. 
2. 26BNext, enter your pick-up and drop-off dates and click More Search Options to 

select additional requirements.  
3. 27BClick Search and review results. 

 

 

 

 

 

 

HOTEL SEARCH 

1. 28BIf you are only searching for a hotel, select the bed icon and enter the 
parameters for your selection. 

2. 29BClick Search and review results. 

 

 

 

 

TRAIN SEARCH   

1. 30BSelect the train icon to view train schedules for Amtrak or Via Rail.  
2. 31BThe Airplane icon will also compare Flights and Train schedules and fares. 
3. 32BClick Search and review results. 
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IV. CANCEL OR CHANGE A RESERVATION 

1. 33BTo view scheduled flights, click on the Home drop-down menu and select Travel. 

106B  

2. 34BView the Upcoming Trips tab to access your flights.  
3. 35BTo cancel a flight, click Cancel Flight under Action.  

 
 
 
 
 
 
 

4. 36BAfter you click Cancel Flight, the warning below will appear. Review and click OK. Once you click OK, the 
trip will be cancelled, and cancellation numbers will be provided. 

 

107BUnable to cancel or modify the reservation? Please contact 
Christopherson Business Travel by calling 617-353-1700 or emailing 
travelbooking@bu.edu. 

 

 

 

108BRefunds or credits/vouchers for cancelled/changed reservations: Confirm with CBT or the travel supplier 
whether your reservation will be refunded or if you will be given a credit/voucher to use toward future travel.  

• 37BRefund. If your travel is being refunded, please follow steps in How to Manage Refunds. 
• 38BCredit/Voucher. If you have been provided a credit/voucher for future travel, add the charges for flight 

credits to a Concur Travel Expense Report.  
• 39BIn the report header, set the end date to the deadline by which the travel credit must be used )as 

specified by the airline or travel management company).  
• 40BAfter booking a new flight using the credit, update the end date to reflect the new travel end date. 
• 41BOnce the travel is completed, submit the report along with any additional charges related to the trip. 

mailto:travelbooking@bu.edu
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V. BOOKING TRAVEL FOR OTHERS 

109BInstances where you might book travel for others include: 

A. 42BYou are traveling with someone and need to include them in the same reservation. 
B. 43BYou are a Travel Arranger booking travel for a BU faculty/staff member who has a travel profile. 
C. 44BYou are booking travel for a guest who does not have a travel profile. 
D. 45BYou are organizing group travel on behalf of the Student Activities Office or another student organization. 

A. How to book for someone who is traveling with you & needs to be in the same reservation 

110BIf you are traveling with someone and need to be on the same reservation, book with Christopherson 
Business Travel agents to take advantage of the following benefits: 

• 46BAll travelers are included in a single reservation  
• 47BSeats can be assigned at the same time  
• 48BIf one traveler has upgrade status, it may apply to others in the group  
• 49BCompanion traveler profile information is saved for future use  
• 50BTwo separate credit cards can be used for payment 

111BCall Christopherson Business Travel for assistance; fees may apply for service offered beyond core business 
hours of 8am-6pm ET. 

B. How to book as a Travel Arranger for a BU faculty/staff member who has a travel profile 

112BIf you are set up as a Travel Arranger for a BU faculty/staff member, you can book travel for them in Concur or by 
contacting Christopherson Business Travel.  

113BIn Concur:  

1. 51BOnce you are set up as the Travel Arranger by the BU employee for whom you are booking travel, log in to 
Concur and click on the Profile icon in the top right corner of the page.  

2. 52BSelect “Act as Another User” and click on the option to Act As “A Delegate for another person who has 
granted you this permission.” Enter the employee’s name and click Switch. 

3. 53BProceed to book travel as you normally would for yourself. 

114BContact Christopherson Business Travel: 

1. 54BContact a CBT agent directly by calling 617-353-1700 or emailing travelbooking@bu.edu 
2. 55BYou will need to provide a credit card for the reservation. Someone else’s credit card can only be charged 

with their explicit approval 

 

 

 

 

mailto:travelbooking@bu.edu
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C. How to book travel for a guest who does not have a travel profile 
 

115BIn Concur: 

116BIn order to book travel for a guest who does not have a travel profile, your Concur profile must be configured 
to make this type of guest reservation. 

1. 56BSelect “Book for a guest” on the Concur Travel home page.  
2. 57BSelect and reserve air, car, hotel, or rail as you normally would. 
3. 58BOnce travel is selected, the “Reserve and Review” screens will 

allow you to enter the following information and select seats: 
a. 59BTraveler’s legal name (as stated on their Passport or 

driver’s license) 
b. 60BTraveler’s date of birth 
c. 61BTraveler’s gender 
d. 62BCredit card for payment 
e. 63BFrequent Traveler numbers 

4. 64BAn invoice/itinerary, “Virtual Invoice,” will be sent to the email 
address entered in the reservation. 

117B

 

 

118BContact Christopherson Business Travel (CBT) to reserve travel for a guest. 

1. 65BContact a CBT agent directly by calling 617-353-1700 or emailing travelbooking@bu.edu 
2. 66BThe agent will use your existing profile to complete the reservation. 
3. 67BYou will need to provide a credit card for the reservation. Someone else’s credit card can only be charged 

with their explicit approval. 
4. 68BYou will need to know the traveler’s legal name, date of birth, and gender to complete the reservation. 

 

 

mailto:travelbooking@bu.edu
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D. How to book travel on behalf of the Student Activities Office or other student organization 

 

119BThe process for a student organization utilizing the Student Activities Office (SAO) is as follows:  

1. 69BThe person organizing travel (Group Contact) must complete the Terrier Central Event Request Form 
(accessible via the Student Activities Office website) and include the organization name, event name, and 
location. 

2. 70BSAO will provide the group with a form and email address to contact Christopherson Business Travel (CBT) 
for a quote and travel options. 

3. 71BCBT will provide travel options with pricing to the group contact person for approval.  
4. 72BThe student group must respond via email within 24 hours, including SAO professional staff and a 

completed form that includes travel information, to generate tickets and complete reservations. 
5. 73BSAO will make payment for air travel and the student group must submit a Purchase Request to ensure 

proper account reconciliation. 
6. 74BA Virtual Invoice/Itinerary will be sent to the Student Group Contact and SAO once completed by CBT.  

120BOther groups (not associated with SAO): 

121BThe process for all other groups traveling on university business is as follows: 

1. 75BThe person organizing and making payment for this group travel must complete the Group Travel Request 
Form on the Travel Services website. 

2. 76BThe travel organizer must then contact Christopherson Business Travel by phone at 617-353-1700 or by 
email at travelbooking@bu.edu.  

a. 77BNote: If the travel request is urgent, please send the Request Form to travelbooking@bu.edu and 
follow up with a phone call to Christopherson Business Travel. 

3. 78BThe Event Name will be collected for reporting. Please follow your department’s preferred method of pre-
trip authorization.  

4. 79BOnce travel options and pricing have been provided and approved, the reservation will be completed, and 
a Virtual Invoice will be sent by Christopherson Business Travel to the contact person (the card holder).  

122BNote:  
• 80BAny groups with fewer than 10 travelers or 10 hotel rooms will be supported by dedicated agents with 

standard discounts and standard reservations for hotel and car. This type of group is defined as a meeting 
and is not recognized as a “group” by air, car or hotel vendors. If a convention hotel is needed, the 
organizing person may need to complete that hotel reservation.  

• 81BIf the group has over 10 travelers or 10 hotel rooms, the Group Agent and Strategic Hotel Resource will 
engage to obtain better discounts and services as required by the Group. Convention reservations may 
need to be booked by the organizing person, and this will be clarified at time of booking. 

 

 

 

https://terriercentral.bu.edu/
https://www.bu.edu/studentactivities/your-group/terriercentral/
https://www.bu.edu/travelservices/files/2023/09/Group-New-Request-Form-University.docx
https://www.bu.edu/travelservices/files/2023/09/Group-New-Request-Form-University.docx
https://www.bu.edu/travelservices/services/booking/group-travel/
mailto:travelbooking@bu.edu
mailto:travelbooking@bu.edu
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VI. OTHER FEATURES: 

TRAVEL TOOLS 

1. 82BFrom the Concur Travel home screen, select the “Tools” tab for access to the following: 
a. 83BTravel Maps 
b. 84BWeather 
c. 85BCurrency Converter 
d. 86BU.S. Passport Services 
e. 87BTravel Warnings 
f. 88BForeign Entry Info 
g. 89BCDC Traveler’s Health 
h. 90BDestination Information 
i. 91BWorld Airport Guide 
j. 92BThe World Click – Time Zones 

123B  

CHECK FLIGHT STATUS 

124BConcur allows you to search for arrival information on any air carrier, regardless of whether you booked the 
reservation or not. 

1. 93BSelect “Check Flight Status” (the clock icon) and enter location information in the “From” and “To” fields, 
as well as the depart date, carrier, and (optional) flight number. 

125B  
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ADD TO AN EXISTING RESERVATION 

126BIf you wish to add additional segments to a travel segment you’ve already booked, follow these steps: 

127B(e.g., if you have booked air travel and now wish to add a car reservation in the same booking) 

1. 94BGo to “Upcoming Trips” and select the itinerary you wish to modify or add additional segments to. 
2. 95BSearch for and select all necessary segments to add 
3. 96BComplete the travel with “Review and Reserve,” as you would normally for a new reservation. 

 

128BNote: Be sure to check the dates and times to ensure they match so you may enjoy a seamless travel experience. 

 

TRIP LIBRARY 
 

129BYou can search for previous travel itineraries via the link at the top of the page. 

130B  

 

TEMPLATES 
 

131BTemplates are helpful if you need to replicate individual travel itineraries that have already occurred. You can save 
any itinerary as a template and keep in private or share with others. 

 

1. 97BSelect the Template you wish to replicate 
2. 98BEnter new dates and times 
3. 99BSearch and Reserve travel quickly 
4. 100BComplete reservation as usual 

 

132BNote: Templates can be reused as many times as needed to book multiple people by an arranger or repetitive 
travel to a specific destination. 
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