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Steps
Step 1 .
Login to

Concur *

1

Procedure
Click here to access Concur

You will be prompted to enter
a username and password
with the link above.

Your username and
password will be the same as
ProFILER Express.

LOGIN To CONCUR

Screen Display/Expected Results

Cencur

Welcome

If you experience difficutty logging into the site, please click on the Forgot your password? link
below.

Login

User Name |

Password

his compute
Forgot your user name?

Forgot your password?
Passwords are case sensitive.

Step 2 .
Explore the
My Concur
Page

You are now on your
personal Concur homepage

From this page, you can
submit or approve travel
requests, search travel,
update your profile, etc.

IMPORTANT NOTE:

A UNIGLOBE travel profile is
required to use the Concur

The Company Notes section
includes a link to UNIGLOBE
ProFiler Express travel profile
login

0 See UNIGLOBE Travel
Profile Tips below
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TRIP SEARCH

& Bocking for eyaetf | Book

£ & = §F 0

ALERTS

OMPANY NOTES

Y MY TRIPS (1)

MAR | Tiip from Houston
18-18

e N
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UNIGLOBE |«
Travel
Profile Tips

The Travel Info section
includes a link to UNIGLOBE
ProFiler Express travel profile
login

0 New profile? Select
“Create a New Account”
from the main login page.

o Already have a profile?
Login to review and
update your profile. If you
have forgotten login
details, please click
“Forgot Password”.

Travel Arranger: Note the name
of any employees authorized to
coordinate travel on your behalf
in this field.

IMPORTANT NOTE:

The Travel Arranger must have a

UNIGLOBE travel profile before
you may add them to your profile.

COMPANY NOTES

Need to update your profile (credit card numbers, passport details, address, etc.)?
+ Please click HERE.

For Profile and Concur Support

« Email: onlinesupport@uniglobecne.com
« Call: 1-877-575-6868. during business hours (7:30am to 5:00pm PT)

TIP: If you encounter any technical challenges
creating or accessing your UNIGLOBE travel profile,

please contact UNIGLOBE Travel Online Support:

Step 3 .
Update
Concur
Travel

Profile

Review and modify your
settings and preferences for
Concur Travel.

Profile - .'

William Chris Never

Profile Settings || Sign Out

Profile Options

Select one of the following to customise your user profile.

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?

Mobile Registration
Set up access to Concur on your mobile device

Travel Booking - User Guide
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Step 4 e If there are unused ticket
Review any credits in your name, they will ALERTS
unused appear in several places
ticket throughout Concur. The first
credits place IS on the f,lome. page © vou have unused tickets
under ‘ALERTS’. Click to see
what credits are available for
you to use.
) ) UnusedTickets
e Unused ticket credits are
listed by carrier and will show
the amount Of the credit Carrier Ticket Number Credit Expiration Date
available as well as the _ UNITED ) 5260328885 CADS12.06 25M06/2015
expiration date of each credit.
UNITED @ T4E05043581 5454 42 DA/0B2015
e To use an unused ticket UNITED R ssasnssen S ——
credit, you will need to ) - R
Contact a UN|G|_OBE agent_ UNITED @ T4534317TH 545850 02072015
= s armwayvs 7470909756 Us 16260 05/082015
@ 748675210 CAD418.85 17072015
I"’E-‘.'_E 5261430716 CAD321.33 MM2015
Amt\:ri(,an.\!.irlinns“ 7458754149 559720 29072015
Return to Table of Contents
Travel Booking - User Guide Version 2.0
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Procedure

Step 1

SEARCH TRAVEL

Screen Display/Expected Results

and arrival city fields.

e Select your travel dates from
the calendar.

e You can choose to search by
either flight departure time or
flight arrival time.

e |f you know you will be
booking a car and/or hotel,
you can click in the box next
to Pick-up/Drop-off car at
airport and Find a Hotel
fields.

Search

Travel CONCUR = Travel
Travel Arrangers Trip Lit

Step 2 e To search for flights, enter o _

Search the city name or airport o Dooking for myself | Book for a guest

Flights codes in the departure city

£ =5 = 8 ©

Contact your UNIGLOBE agent to bock a flight on:
Air Liaison « Air Espresso « Harbour Air « HeliJet
Integra Air = Kenmore Air » Pascan = Perimeter
West Coast Air

Air/Rail Search

#* Round Trip One Way Multi-Segment

Departure City €

Find an airport | Select multiple airports

Arrival City @
Find an airport | Select multiple airports
Departure &
depart ¥ |/ 0%:00am v |[z3 ¥ s
Return €
W

depart ¥ || 05:00pm ¥ |3 ¥

Pick-up/Drop-off car at airport
Find a Hotel

Specify airline @
Refundable only air fares
AirCanada Promotional Code: (opticnal)

Class of Service: | Economy class v 8

Search flights by (® Price Schedule

Travel Booking - User Guide
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Step 3 e Click on the chevron next to
Check for the time-frame for Concur to
non-stop search and if there are non-
flights stop flights, they will be
displayed in the grid below Departure €
the departure and return 311032015 || depart v || 0s:00am v |[z3 ¥ ~
field. ;
24 hour range refresh graph
e Mouse over the green bars b i e
in the grid to see details G
information about the non- L L N Ay L
stop flight. Return € A" Canads ='='_1IZ_E_
e Adjust the time and/or orogz] e R aeoppm v|lz3 v i
search window to ensure Amrives YYZ 225 pm ——— :
that you will see non-stop 24 hou e refresh graph
. . . . = ESLIEL #FiU0 S
flight options, if applicable. A am B, R e
SO il nomon i
Armves YYZ 2:30 pm
Pic k-up/Dirop-off car at airport
Step 4 . ° If you r.ecelved a SpeCIaI . AirCanada Prc-r“uo:ic-nal Code: [dpticnal)
Enter Air promotional code from Air
Canada Canada (|e seat sale by Air Search flights by @@ Price 7 Schedule
Promotional Canada), enter the
. . 5 h
Codes applicable code in the box
highlighted.
Step 5 _ o |If flig.ht and a hote_l are Find a Hotel |
ﬁilteecl:t Find required, select Find a Hotel Find hotels within |5 | Distance L.I'1it of
e You can search by hotels & Airport ® Address
nearest the airport, a specific
P P ) Company Location @ Reference Point / Zip Code
address, a Company e Sont / 2io Cod
location, reference point or a R
specific hotel P (e.q. Statue of Liberty, "90210° or ‘Alexandria, VA')
e See Hotel Reservation Tips

for more information!

D With names containing:

Travel Booking - User Guide
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Step 6 e If you choose to search by Fiight | Car | Hotel || Fight status
SeaI’Ch Company Locatlon @ round Trip © Oneway © Multi-Segment
Common , R
. parture C :y@
Company o Fllght tab any |calgary, AB - Calgary Int Arpt
Locations matching corporate Find an sirpor. | Ssecs mutipl sirpors
locations to your o —
. . . IPrlnce George, BC - Prince George Municipal
arrival location will Find an sirport | Select multiple girports
appear in the drop- Departure i)
s P ot o
’ Return g}
0 Hotel tab: you can 107312014 °
complete a wildcard Pick-up/Drop-off car at airpart
Find a Hatel
character search Find hotels within 5 | Distance Units miles [] of
@ airport © address
@ Company Location © Landmark / Postal Code
Please choose a company location. g
Please choose a company location, 7
Hight || Car || Hotel || Flight Status
Check-in Date  Check-out Date
10/23/2014 1%4}’?014
Find hotels within 5  Distance Units| miles [ of
© airport © Address
@ Company Location @ Landmark / Posta
Search for company locations @
s
Canada - AB ||
Hussar Gas Plant (Standard, AB)
Canada - AB
st Albert Office (St Albert, AB)
Canada - NF
5t John (5t John, NF)
Step 7 e If you choose a specific hotel S
Search a name, you will limit the neametEr
Specific results that are returned. Find hotels within |5 | Distance U'Iit of
Hotel e =
. Airport ) Address
o Company Location @ Reference Point / Zip Code
Reference Point / Zip Code
e.g. Statue of Liberty 10" or ‘Alexandria, VA
g. ‘Statue of Liberty’, "90210" or ‘Alexandria, VA
With names containing: Haliday Inn

Travel Booking - User Guide
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Step 8 e Sample screen shot of flight
Flight search results
Search ,
R e Flight fares are noted as
eS u ItS « . » Travel  Amangers  Trip Library  Templates Mestings ~ Tools ~ Meeting Admin ~ Concur XA
Most Restricted”,
“Restricted” or “Flexible” , Vancouver, BC, Canada To Toronto, ON , Canada P el
Trip Summary Tue, 31 Mar - Wed, 1 Apr
. . Hide matrix
e Clicking on the Fare name Select Flghts
H Round Trip ® &
reveals details about the i u
flexibility regarding refunds, Ret e, o [+ ]
changes, checked bags, etc. —
Select a Car Remove reslts
Days: 1 1stop Srasults 1 results
YYZ - Terminal 7 results.
Pick-up: Tue, 31/03/2015 Unused Tickets 1 tickets 1 tickets
Drop-off: Wed, 01/04/2015 Btickets
il Baggage Fee Policies Show fare display legend
Select a Hotel Remove —————
outaand | e |
:Er:‘:(; OoN () Fares may not include al taxes and fees. You will be shown the total price paid when you click the reserve button.
Check-in: Tue, 31/032015 Vancouver, BC, Canada - Tue, 31 Mar
Checicout: Wed, 1042015 Displaying: 20 out of 20 resuts << Previous 12 Next>> | All
Most Restricted Restricted | Flexible
‘gm - Svcveﬁr 3-32 ing et‘sm Sto;:s)i " me chianss cs;‘zu cs:a‘:;na
5h50m & 1stop; (Sabre) Unused ticllets i) Fare Rules O O O
l Change Flight Search v l
Step 9 e |If you need to, you can
Change change your SearCh_ Change Flight Search W
Search parameters by clicking on
Parameters the arrow beside Change
Flight Search to expand the :
. Change Flight Search ~
section.
From:
L YOU can then Change or YWR - Wancouver Intl Arpt - Vancouver, BC
modify anything you need to, To:
and When yOU are ﬁniShed WYZ - Lester B Pearson Intl - Toronto, ON
click on ‘search’ to submit Departure .
your reV|Sed query 3032015 || dep v || 0%00am ¥ |[x3 ¥
Return
01042015 | dep v || 05:00pm ¥ |23 ¥ e
Specify airline @
Class of Service: | Economy class ¥ 8
Search flights by Flex-faring search
Search
Travel Booking - User Guide Version 2.0




NIGLOBE.

You can select which
outbound flight you would
like by clicking the radio
button (example below) of
the desired flight.

) Hem1l

@} Item2
( :htem 3

TIP: For Air Canada flights,
there are two different
booking options:

e AirCanada: Discounted
fares. These flights are
instant purchases upon
reservation.

Sabre: Typically a

higher fare. These
flights can be held
without instant
purchase.

Refer to FAQ for a
definition.

See Book Air Canada Online

Travel
Step 10 e You will now see the flight
Outbound options available for your
Flight requested itinerary. ONCUR
Options

% | #202 YVR = YW

Discounted fare,
instant purchase

! Air Canada
(AirCanada)

) | #2202 YVR = ¥V

Flights for more information
on fares and/or seat
selection.

Standard fares,
generally higher

Air Canada

r_‘—"‘,.*—"‘m {Sabre)

Travel Booking - User Guide

Version 2.0
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Step 11 °
Return
Flight
Options

Once you have selected
your outbound flight, you will
be presented with the return
flight options.

Now you can select your
return flight option by clicking
the radio button (example
below) of the desired flight.

) Hem1l

Outbous H Return |

) Fares may not include all taxes and fees. You will be shown the total price paid when you click the reserve button.

Toronto, ON , Canada - Wed, 1 Apr
Displaying: 19 out of 19 results.

<< Previous 12 Next >> | All

'@ﬁ'm 2 Most Restricted | Restricted | Flexible
“ltem 3 @  #100 vvZ > YVR 0200pm > 0408 pm Flex Latitude
Air Canada Airbus Industrie A320-100/200 Stops: 0 C$597.91 C51,275.91
& @ 5hsm (sabre) Unused tickets g Fare Rules (/] (/]
o 108 VYZ -2 YVR 02:00pm >  04:08 pm Flex Latitude
AirCanada  Airbus Industrie A320-100/200 Stops: 0 C$557.58 C8§1,033.23
@ @ ¢ 5h8m (AirCanada) Unused tickets i) Fare Rules 0 0
TR 7 4 > YVR 02:00 pm > 04:08 pm Econa Flex Plus
Westlet Boeing 737-800 (winglets) Stops: 0 C5466.83 C$527.85 C8637.46
Sham (Sabre) Unused tickets \g) Fare Rules (/] (/] [/]
e If you have unused ticket
credits, they will appear in
each flight option
Step 12 * Your selected itinerary will e
Itinerary display at the top and you
H . Dutbound
REVI ew can CIICk on the Reserve M | #307 YVR = ¥YX§  8:30am > 9:38am
] Econom,
button to continue. Westlet (E°.e';|953§?'7°° Stops: 0 cszn.&ir
) , winglets; 7
e You are able to ‘remove | th8m (Sabre) Show detais |
flights and start again, if they Remere
are not suitable. —
o #3BYXS =  YWR  5:20pm = 6:27pm 2
Boeing 737-700 ) LN
.Wesﬂet (wingiets) Stops: 0 7?;1
1h 7m (Sabre) Show details
Remove
Frequent Flyer Programs: I“vjc‘:n‘l’.l;ogram sel‘e&ed‘ - —
=+ Add 5 Program
Travel Booking - User Guide Version 2.0
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Step 13 e Once you cIick Reserve, a Fare Quote
Fare Quote Fare Quote window will pop
. . . Flt& From To Depart Arrive
up reVIeWIng the fare detalls W50307 YVR YXS 2013-01-15 08:30:00 2013-01-15 09:38:00
you have selected. W5 0436 ¥XS YVR  2013-01-16 17:20:00 2013-01-16 18:27:00
° If you WISh tO prOCeed, you Mumber of Passengers 1
will click Reserve again. pore Summary 7500
Taxes, Fees and Charges
CAL - CANADA AIR SECURITY CHARGE - 5 14.25
RC2 - HST FOR THE PROVINCE OF BRITIS 42.39
505 - AIF - PROVINCE OF BRITISH COLU 25.00
YOF - SERVICE FEE - FUEL 6.00
¥QI - SERVICE FEE - INSURANCE 30.00
Total Est. Cost
CAD 395.64
Tip e If you have selected a non-
Non- refundable fare, a warning [
. . . . I X |
Refundable window will POop up adwsmg I The page at https:/Awww.concursolutions.com says:
Fare you are selecting a non-
Warning refundable fare. if you wish Flease read the fare rules and penalties that apply to ywour ticket
. ’ befare you continue as charges may apply for changes and
to Stop, click Cancel. cancellations. First Click 'Cancel' to take you back to the search
i+ results screen, then click on “Showe Details” and then Fare Rules”
to wiew the full details, By clicking on "0OK" you confirm that
wou have read, understand, and accept the fare rules for this
itinerary.
OK Cancel
Travel Booking - User Guide Version 2.0
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Review and
Reserve

Step 14 e This screen provides the

opportunity to review all the

You will see a similar screen
for a car rental and a hotel
reservation.

e If you are booking a guest
traveler, you will enter the
traveler's name here.

e You can select seats, if
applicable (please contact
Uniglobe to purchase seats
for WestJet & Air Canada
Tango-Sabre).

e Be sure to carefully review
the fare rules

¢ Click Reserve Flight and
Continue

elements of your air booking.

Review and Reserve Flight
REVIEW FLIGHTS

Outbound flight: Wanoower, BC Camada (YY) - Toronto, ON . Camada () Wed, 16 S=p

West Jat Vanoowwver Intl Arpt [YWR) Lester B Pearsan Intl (Y2)

&= Depart: Wednesday, 0645 am
Stops:0 Dution:  Boono: P Boeing 737800 fwinglets)
Return flight: Toromo, M. Camads (72 - Wanoower, BC . Camads (AWR) Thu 17 Sap

Lester B Pearson Intl [71Z)
> ‘;";9155‘1“ Depart: Thursday, 0300 pm

Stops:0 Dumtion:  Boono: P Bosing 737 -800 [winglets)

YanoouverInt! Arpt [FWR)
Arrive: Thursday, D505 pm

ENTER TRAVELER INFORMATION

Ensure all traveler information below is correct. &

PRIMARY TRAVELER

Mame: William Chris Never  Phone: 604-G02-3459 culbon@igbtewc com ¥

Frequent Flyer Programs Add a Frogram
For nkstlet
Ho RrogmEm sekced ¥

SEAT ASSIGNMENT

M ake yaur trip more enjoyable by selecting your seats now. Othemise, Cancurwill request them far you

REVIEW PRICE SUMMARY

Description Fare
Airfare CAD 642.00 CAD 14461 CAD 726 61

Taxes and Fees Charges

Total Estimated Cost : CAD T2E.E1
Total Dus Nowe: CAD 786.61

SELECT A METHOD OF PAYMENT
How ORIy 1K 1 RyF
|.|aeque-w5(..1ms) v | Edit | Add credit card

* Indlkaes creditcard & 3 companycand

This Is a Non-Refundable Ticket

Arrive: Wednesday, 02:14 pm

Edit | Review all

P vmd Ui Fave ks and penakies Ut apply 0 your Bebet, befoe you mdinue & chaigs may apply o hangs awl canellaars. Fst Che, Cancel (o Late you

Lact. U0 Lhe smaich wesuls scimen, Lien chct on 'S Dets k" and Chen *Fave Rubks” to wiew e full dets . By chcking an "0%7 you canfim Ol you e iead,

urmbistar, amd o e Fae ks Fon s (G .

By completing this baoking, you agIe to the fare wles and restrictions.

we Flight and Continue

Travel Booking - User Guide

Version 2.0
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Step 15 °
Car Rental
Availability

In your initial search, if you
selected to include car, you
will now be taken to the car
availability page. Any

negotiated rates are loaded
into the online booking tool.

Preferred vendors are
identified with two or three
diamonds.

You can select directly from
the matrix.

al = = - - - - - - -
110 resutts Economy Car | Compact Car | Intermediote Car | Standard Car Full-sze Car Premmm Car Luzury Car MiniVan Intermediate SUY

EIERER | e a7 540 s & 7218 w213 s8]
-2 X2

= s 5580 570 5340 10 7110 7300 a5
L=

e

o B o] 5540 120 300 sl | 147 | 150 8370

%\;Ig Tano Ja00 Ta00 &000 &000 10200 11500 200 9300

ey 1653 1823 248 248 50

Intermedia and mid-sized vehicles are authorized for business travel. Two-wheel-drive and four-wheel-drive trucks are available, |
anly for specific purposes. If you purchase Loss Damage Waiver {LDW) or Personal Accident Insurance {PAL) from the rental compal
#ill not be reimbursed by Husky. Loss Damage Waiver {LDW) is required when renting a vehicle outside of the employee's/contrac
home country.

Picking up the car at: (YLL) on Thu, Oct 23 12:00 PM
Returning on Thu, Oct 30 12:00 PM

& Print [ §

Hide ma

Step 16 °
Car Rental
Selection &
Cost
Summary

Your selection will display
below the matrix and then
you can click Reserve on
your desired selection.

Your total cost for the car
rental is also displayed for
your information. This
includes all estimated taxes
and fees, but excludes
additional mileage if beyond
the free mileage allowance.

Sorted By: | Policy - Most Compliant |z|

Economy Car (Sabre) 4+ 4 4

C$26.43 per day
(Corporate rate)
C$185.00 weekly rate

Compact Car (Sabre) 4 4 4

€$26.43 per day
(Carporate rate)
C$185.00 weekly rate

Intermediate Car (Sa5r) 4 4 4

C$26.43 per day
(Carporate rate)
C$185,00 weekly rate

|4 E-Receipt Enabled

1400 Free kilometers and C5.25 for each extra kilometre
Automatic transmission

Total cost €5207.85

[Ex E-Receipt Enabled

1400 Free kilometers and C5.25 for each extra kilometre
Automatic transmission

Total cost C5207.85

|4 E-Receipt Enabled

1400 Free kilometers and C3.25 for each extra kilometre
Automatic transmission

Total cost C§207.85+

mare info

more infa

mare info

Travel Booking - User Guide

Version 2.0
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Step 17 e Rental arrangements are .
Car Rental provided to allow you to Review and Reserve Car
Review and review the details of the
Reserve rental. REVIEW RENTAL CAR
e Pricing summary is provided, Enterprise Car Rental Location Details
as well as a reminder that Type Fickup Drop-off
payment is made at the Compact Car  Airport Terminal Ajrport Terminal
location Features Z: Toronto YL Toranta
) 02:14 pm fed, 16109/2015 03:00 pm Thu, 1710852015
e Click Reserve Car and
Continue PROVIDE RENTAL CAR PREFERENCES
“four preferences and comments will be passed to the rental car agency.
Comme vty A CiaRce may
lichdk h-car GRS ngem Tnc:Ivide 2Kl 3k
ENTER DRIVER INFORMATION
Enzure the name below matehes the 1.0 you have with you on the day of pideup. &
DRIVER
Hame: William Chris Mever  Phone: G04-602-3959 | coleon@uighoenccom ¥
Rental CarAgency Program Add a Program
Mo Progrm sekeed ¥
REVIEW PRICE SUMMARY
Description Daily Rate [Oates Tatal
Enterprize Car Rental CAD 47 A0 16 Sep - 17 Sep CAD 47 &0
Total Estimated Cost : CAD 84.93*
Tatal Due Mo CAD 0.00F
* Dot bt Incinck TNl ke Inca rred during time otfrae .
+Remalilig amonwtdee 3t r Bl eaton.
ve Car and Continue
Step 18 e As you book each part of
Estimated your trip (air, car, hotel), a
Cost summary of your costs are
ummar i i -
S y p_rowded to you in the upper Total Estimated Cost ®
right-hand-corner of the
page. ai CAD
T
e You will now be taken to the 78651
hotel search page. Car CAD
24949
CAD
Tatal
4 g7180
Travel Booking - User Guide Version 2.0
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Step 19
Hotel
Search

e You will be presented with a
map view of hotels and their
relation to your requested
search point.

e You can click on the room
rate to expand the rate

Any negotiated rates have
been loaded into the online
booking tool. The rate
displayed beside each

offerings of a particular hotel.

Trip Summary

Flights Reserved
RonaTip

TR - YT
Outbaund: ed, 1600/2015
Retun: Thu, 17/08/2015

Car Reserved

Dag:1

Wz - Temhal

Fidcup: iied, 1600/2015
Drop-off: Thu, 17:00/2015

()
(=) Select a Hotel
p

HilE 1

Chedein: Wed, 18/08/2015
Chedeout: Thu, 170872015

CHECK-IN WED, 16 SEP - CHECK-OUT THU, 1
<R ) | Automnatic -

> bing

View maa bz

[ Expand M| Details

7 SEP

Hide Map Print / Email

BHontmt T Soum

®2075 HoKE  ©2075 MigroseTt Corporaton

Soreany. | Poly- Mostcompimt ¥ [ Wit rames covthig:

property iS the |eaSt Totsl Estirnated Cost E:D B:pl:in::dn-lndldmmx, o e Pravious 1234 Maxt = | All
expensive rate available
. oaee ke, e e C$180
(starting from). s -
Change Search - E-Receipt Enabled mare info | cempare hoose room
e Filters are available on the left : ] T
to narrow your search options = sommae 8782
(such as free wifi or a free — = @ T i
breakfast) ‘ s oy | shocesroam
Step 20 e Select your desired rate and
Hotel room type, and click on
Selection Reserve.
1. Holiday Inn Express Toronto Down...
from

411 Lombard 5t

- E-Receipt Enabled

c$180

Toronto, Ortaric M3C 2T3
WOTT ki | view map

rate this hotel

more info | comparns

C$180

hide rooms -

Riadins Traue! hcindes Free - Hot BLee WM fiee Local Call e DalhyOve Coeen Bed Noksmaklig You Can SAThe Free HIh Speed focess. The
Slhg ke S0t Bed Abd Trpk Sheekd 21ee) Bed (Rak Code: DQNITT) (Sabie

c$180

BestFlablk Rak - Obe Creen Bed NOKSMOKING You Can St The Free High Speed ccess. The Shak Som Bed And Tripk SheekdCaees Bed (Rae
Code: DQNIY Sabire

c$180

Rate detail ¢ Cancellatian palicy

Radits Ky Hol Program 290 - (g Rewsrds C b Bokts Polks O e Queen Bed NOMMOKING You Cah SArTThe Flee High Speed Access. The Shgk
S0t3 Bed And Tripk Sheekd 21ees Bed (Rak Code: ODNRNE) (Sabie)

Travel Booking - User Guide

Version 2.0
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Step 21 .
Hotel
Review and
Reserve

If you selected a non-
refundable hotel rate or one
requiring a deposit, this
would be indicated in the
‘total due now’.

Be sure to click on ‘rate,
rules, restriction, and
cancellation policy to
understand of this
information.

Once you are ready to
proceed, click the rates,
restrictions and cancellation
policy box and click Reserve
Hotel and Continue.

Review and Reserve Hotel

REVIEW HOTEL ROOM

Haoliday Inn Express Toronto Downtown

Radiuz Travel Includes Free - Hot Bldt.free Wifi.free Local Calls.free Daily One Queen Bed Monsmoking o
Speed Access. The Single Sofa Bed And Triple Sheeted Queen Bed

1 Night | 1 Guest®

Check-in Check-out Address

MWednesday, 16 September, 2015 Thursday, 17 September, 2015 111 Lombard 5t
Toronto, Ontario M5C 279
Canada

* e Tege e el fy WO | P00 0T 1 @Restonly, fegardiess of the ¥ imbe § otactal e ks £4arig the room. The primany trae kre ame b atacke

PROVIDE HOTEL ROOM PREFERENCES

“rour preferences and comments will be paszed to the hotel.
Comme vt (0 chaEckr may

Requestham plliws Request olweybed Requestorb

EMTER HOTEL GUEST INFORMATION

Enzure the name below matches the 1.0, shown on the day of chedein. &

HOTEL GUEST
Name: William Chris Hewer  Phone: G04-602-3459 | colon@uigiteweoom ¥

Hotel Program Add a Program
Mo ProgEm e koed ¥

REVIEW PRICE SUMMARY
De=cription Mightly rate Dates Total
Holiday Inn Express Toronto Downtown CAD 17999

otal Estimated Cost : CAD 173.99%
Total Oue Novws: CAD 0.00t1

* Does WOt Incinge s of 30dMboNal kes ot rred drhg tme ofsty.
+Remallvg amonitdee 3t bok | kcation.

SELECT A METHOD OF PAYMENT
The cmdltcalﬂ\ol e kctwllibe kel D corfim WOAT refe nEtion. You wiil wotbe C.a'ged [ 1 ll‘"\olf IOEISB{
| TESTwea(an ¥ | Edit | Add credit card

* hdieges crediteard ke @ compaiycard

* l30me Dte bR TS R Mk, restrictions, 3hd cabce IEton polky.

Hotel and Continue
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Step 22 e On the Travel Details
Almost screen, which appears next,
Done! on the left-hand side, there is

a progress bar, which
indicates your progress
through the reservation
process.

There are three steps that
need to be completed before
the trip is finished and
booked and sent for ticketing
by UNIGLOBE.

Please be sure to complete
all the steps (you need to
complete the ‘Submit Trip
Confirmation’ page before
you are completed).

Trip Summary

s
| | e . .
Q_/,f Finalize Trip
Review Travel Details

Enter Trip Information
=ubmit Trip Canfirmation

Travel Booking - User Guide

Version 2.0
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Step 23
Travel
Details

e You will now be presented
with the Travel Details page.

e From this page, you can
change, add, cancel, or
modify your itinerary.

e Scroll to the bottom and
confirm that the trip details
meet your needs. If okay click
Next to continue.

Important Considerations:

v" Reservations are only held as
long as the fare rules allow.

v" Fares are not guaranteed
until ticketed. Even ifa
reservation is held, the fare
may change before the
booking is complete.

v Airlines change fares
throughout the day.

v/ Air Canada reservations
(immediate ticketing, cannot
be held) can only be
cancelled within 24 hours.

v Deposit or non-refundable
hotels may be cancelled, but
the credit card will be charged
without refund.

Travel Details

TRIP OYERVIEW

| want to... Trip Narne: Trip from Yancouver to Toronto (Edt Add to your Rinerary
Print Hiverar
Start Date: 16 Sep, 2015
E-mall fhe @y = = b @ Car @ Hoe|

End Date: 17 Sep, 2015

Crested: 10 Apr, 2015, William Never (bdified : 10 Aar,
2015

Description: (No Description Awvailable) (B
Agency Record Locator: HTEDQP
Passengers: William C Never

Total Estimated Cost: § 1,051.53 CAD [Deil

o Airfare must be ticdketed by an agent by: 10/04/2015
11:55 PM Pacific

Change freq te ither prog @Em

RESERVATIONS

Wednesday, 16 September, 2015

Flight Vancouwver, BC (YVE)to Terente, ON [Y7)
WestJet 700

Departure: 06:45 AM
seat: Mo teatanignment J Select Sest

Confirmation: HEOUEI
St Confirm ad

e e B cov
e s tBEEC EE Y SHECtOur Rt

MENCONR T IvH At (V)
Temmisal: AN TERMINAL

ok 0 "SEECESER! D W

Doration: & onrs, 29mives
Howsp

TOTAL ESTIMATED COST

hir Miew Fare Rules
Artars quoted smount: FE42.00 CAD
Taesnand fest 14481 CAD
S Total Price: § 78661 CAD
Hotel: F179.33 CAD
Car: F84.33 CAD

Total Estirnzted Cost: $1,051.59 CAD

Rectrictions
onoe:  MOMREF - FEE FOR CHG/C XL

TICKET NOT ¥ET ISSUED. AIRFARE QUOTED IM ITINERARY 1S NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

REMARKS

Change | Cancel all Ar

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

Travel Booking - User Guide
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Step 25 e Youare now presented with | Trin Booking Information
Trip Booking the Trip Booking Information
|nf0l’mat|0n page The trip v@me and desoription ane ryonr record keeplig Conk b kics.
) Trip Mame Trip Description mptoap
i i . Thls willl Fppear hyour ipcom kg e lst Uged o ke vthr the 1T o pose
e Add any required information IR e Vanconet Do
by your company or p p
organlzatlon- Send 3copyorte commaton o &
Send riy ernail corfirrmation as
#HTML O Pan-Ext
‘with my email confirmation...
Do wot kcivde directions © ok b with emall ¥
k this frip bliEbk or vou-bliEbk? Job Namber ipdonah
ProjectCode Dptiowah Reaeos o fraw |
ou may HOLD this reservation urdil : 100420135 11:535 pm Pacific
Step 26 e Once you have completed
Hold or any optional and required
Finish Trip reporting field information,
you have two options:
e Hold Trip to have Concur
hold the reservation until the
ticketing deadline for air or for
24 hours for a car/hotel only
reservation
e Next (will take you to the You may HOLD this reservation untl: 10/02/2014 11:00 pm Mountain
final review page before
completing your reservation
1 1 Please enter information about this trip then press Next to finalise F resenvation. If you close at this point
and Sendln_g It tO UNIGLOBE yourm:rv;tlonmyheun:eiled.m:emnrp;m ahnetrip“m:tuvr:mmpurd:;eo:h:sdepmtrcqfl:w
for processmg) will not be cancelled.
D!SL'I&\;TII < < Previous Med »» Cance
e If AirCanada flights are
booked, there is no option to
hold.
e NOTE: A ticketing deadline
applies. The trip deadline will
be noted on this screen
(11pm MT same day). Ifitis
not confirmed within that time,
Concur will auto-cancel this
reservation.

Travel Booking - User Guide
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Step 27 °
Finally done!

Trip Record Locator
reference code is provided.

NOTE - If you do not get this
message, your reservation
has not been sent to
UNIGLOBE for processing.
Either check under ‘upcoming
trips’ on your home page to
complete this reservation or
call UNIGLOBE for
assistance.

Finished!

fou have successfully booked your trip!

Trip Record Lecator : HTEDGQP

Travel Booking - User Guide
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3 BOOKING DUPLICATE
TRIPS FOR MULTIPLE TRAVELERS

Steps Procedure Screen Display/Expected Results
Step 1 e Select the trip to clone from
Select Trip the Upcoming Trips tab by

clicking on the hyperlink.

— Company MNotes Travel Map Upcoming Trips

Trip Name/Description
This option only works for Trip from Vancouver to Taronto (QOFQCD)
travel arrangers with at least
one traveler that you
coordinate travel for.

Step 2 e Select Clone Trip from the
Select Trip Overview action menu.

Action o o

TIP: If you are not a travel

arranger, you can select lw:::htﬂ'“

. 0 _I
S.hare Trip to email your % Erak Wi
trip to another Husky #« 0Open in Outiook
employee. The user can » Wiew Trip Higtory
then access Concur to +_Create Template

NELCRUEEEINE Clone Trip
& Share irp

reservation IR hoamed.
+ Cancel Entire Trip

Step 3 e Select the traveler the new trip
Select will be for from the drop-down
Traveler menu.

ey

Booking Clone of: Trip from Vancouver to Toronto fol: | wILLIAM A NEVER |
. . : WILLIAM A. NEVER
TIP: This list will only =

Mever, William (Ingrid)
Multiple Travellers
Guest Traveler

include the travelers that

have selected you as their
travel arranger.
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Step 4
Reserve
Travel &
Complete
Booking

You have the option to:

1. Search for the specific

flights shown or do a

‘general’ search for

available flights on the

date specified.

Change the travel dates

3. Remove car by de-
selecting the check-box for
‘car’

4. Remove hotel by de-
selecting the check-box for
‘hotel’

A

Click Next so Concur
completes the booking for you.

If seats are not available, then
Concur will do a general
search to show you what seats
are available.

TIP: Save time making
travel arrangements if you
are booking multiple

travelers for the same
business trip!

@ search for these specific flights © Iwould like to do a general search

Depart Date
04/15/2014

(%) Vancouver Intl Arpt (YVR) to Lester B Pearson Intl (YY2)

MAS=T &/ | Westlet (WS) Flight Number 0434 Depart After 6:50 AM (ECONOD) [

Search for this car g
FRR O RETOT:
04/15/2014  04/16/2014

Car Rental at Toronto, ON CA (YYZ)

Renting from:Mational

Pick Up: 3:39 PM

Pick-up at: Lester B Pearson Intl (Y¥Z)

Return: 2:00 PM

Returning to: Lester B Pearson Intl (Y¥Z)

Car Type: Economy Car, Automatic transmission Air conditioning

Search for this hotel
TTECRINg 1T CIeckimnyg wut:
04/15/2014 04/16/2014

Hotel at Toronto, ON CA (YTZ) 249 QUEENS QUAY WESTTORONTO |

WestTorontoOntarioCAMSJ2NS
R"'-' s Radisson Hotel Admiral
Property Code Rate Code Rate Amount
23658 YOIH20B 1588.10
Depart Date
04/16/2014

@ Lester B Pearson Intl (YYZ) to Vancouver Intl Arpt (YVR)

Air Canada [AC) Flight Number 0109 Depart After 2:00 PM (Tango) [

Enter your dates of travel, and we will create a trip using these air, car and hotel options.
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4

HOTEL RESERVATION TIPS

Tips @~ Procedure Screen Display/Expected Results
Tip 1 e Search and select preferred
Preferred hotels
Hotels
IMPORTANT NOTE: 1. Sandman Hotel Vancouver City Centre &> 44
Your Company’s 180 W Georgia St alaly
preferred suppliers will be Ml \/ancouver, British Columbia VEB 4P4
marked by 3 gold B8l 0013 miles | view map rate this hotel
diamonds.
Tip 2 e There are several rate codes
Rate Codes that may be listed when you

search a hotel.

o Company Name: Your
company name will be
listed — these are
specifically negotiated
rates for your
company.

o Radius Travel:
UNIGLOBE negotiated
rate. May also be
listed as ‘Radius Travel
Consortia Rate’.

o Best Flexible Rate:
best general public
rate.

o ABC Global Services:
UNIGLOBE negotiated
rate. May also be
listed as ‘ABC Global
Services Consortia
Rate’

Others

Rate charges owver duration of stay

L Kirsg Bed Executive Suite Monsmaking This Sute Offers You Free
e and The Two 32 Inch Lod Tws [Rate Code: XEMWTT) (Sabne)

l C%205
I C$195

n $‘] 68 lAbc Global Services IZ Queen Beds Nonsmoking Free Hi Speed/grab Bars/regrig/microwy (Rate
C5179.00 - )

duration of sty

Best Flexible Rate {Standard Roam Every Room [n The Hotel Has Free High Speed Internet

T Haz Bxpanded Cable (Rate Code: STROL3A) [Sabire)

Travel Booking - User Guide
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Tip 3 e If you are unsure what the
CheCk Rate rules are Concerning a SpeCiﬁC $"] 27 Pick-a-perk Special - North Tower-standard Cozy Room-1 Queen Bed (Rate Co
Details rate, click the radio button for reioagn ALQPKS) (Sabre]
the option of interest, and then $121 _
. . Best Available Rate - Morth Tower-standard Room-2 Double Beds (Rate Code:
click on Rate details/ £5129.00
Cancellation pollcy for more $‘] 27 Corporate Business Package - North Tower-standard Cozy Room-1 Queen Bec
information. C§130,00 ALQPKS) [Sabre]
I -
e Concur will retrieve information You are expected to stay here.
from the hotel about the i ust present Government ID or proof of Government contrac
SpeCiﬁC rate selected. Rate details / Cancellation policy
Tip 4 e Company preferred:
Hotel
Ratings ¢ Independent quality ratings:
1. Sandman Hotel Vancouver City Centre
e Employee feedback: OOOOO o
180 W Georgia St A
o Company users can sh_a_re B \/ancouver, British Columbia VEB 4P4
feedback abc_>ut a _SpeCIfIC . B 90.13 miles | view map rate this hotel
property. This rating stays
within your company and is more info | compare
not shared with other
Concur users.
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Tip 5 ¢ When needing a hotel that is . o - _
Override not in the ‘arrival’ city — all you @ RoundTrip © Oneway © Muiti-Segment
Default need to do is use the

Arrival Point Landmark/Postal Code

option to override the default
arrival point for a hotel search.

Departure City
YWR - Vancouver Intl Arpt - Vancouver, BC

Find an sirport Select multiple sirports

Arrival City [
YW - Ellison Field - Kelowna, BC

LW

Find an sirport Select multiple sinports

Departure g

03/20/2013 depart » 900am ~ =3 - (<]
Return [

03/21/2013 depart » 500pm + =3 « 0

D Pick-up/Drop-off car at airport

Find a Hotel

Find hotels within 5 miles » of

Airport © Address

® Company Location @ Landmark / Postal Code
£.g. Buckingham Palace’, 'RGS 441" or Henley-on-Thames

|‘:.rns:rr1|::|nr b

|:| With names containing:

[C] specify airline g

AirCanada Promotional Code: [optional)
Search flights by: Flex-faring search
Tip 5 e Concur will confirm the search
(continued) location |
Search for Searching for location... close
Location vernon, be
Location:

Wernon, BC, Canada «

Travel Booking - User Guide
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Tip 5 e The results will show hotels for | CHECKINTUE, 16 JUN - CHECK-OUT WED, 17 JUN e
1 . . . “ N or =) @ | Automatic =
(continued) the alternate city (in this : e} ey
Search example, Vernon rather than . .4 Vorr
Results Kelowna. ‘s L
¥ o
e 3oeh Ave 19th Ave
- ; 3 ;1 o
4t Ao Sihara ~ &
w 2541 B E Park g
> bing o L 3 a7 N‘\m“ﬁ el .

Vi map logend

[ Expand All Details
Displaging: 1 out of 13 results. £

1. Sandman Inn Vernen

420132 St
Vemon, British Columbia VIT 593
Q039 km | wiew map

BT

Sorted By | Custom

rate this hatel

miori nfo | compare

» | with names contsining: sandman

frarn

C%124

choose room »
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5 BookK AIR CANADA
ONLINE FLIGHTS

Steps Procedure Screen Display/Expected Results
Step 1 ¢ When booking Air Canada
Two flights in Concur you will be
Booking presented with two booking
Source source options:
Options 1. AirCanada: Air
Canada’s online
reservation system.\ @ | #202 YR = YV
Rates will show \Air Canada
discounted rates as
well as Tango fares. 1h 25m {AirCanada)

2. Sabre: UNIGLOBE’s =
online reservation @  #202 YVR = YW
system as well as Air Canada

Tango fares.
1h 25m (Sabre)
e For both options the

transactions will occur within
Concur (you will not leave
Concur’s website to finish any
part of the reservation) but the
process is different.

Step 2 ¢ If you select the AirCanada ihoen Comers
Consistent option, you will notice that any Outhound
Booking other flight type options (i.e. L8 | smsn e = "
Sources Sabre) will not be available for ® | seass vec - e —
reservation. Air Canasat i 9
:, ==
¢ Air Canada does not allow
mixed booking sources. You
must book AirCanada for the Dt [ ek b il
return journey. (Conversely, if g;:smaynmindudeaal taxes and fees. You will be shown the total price paid when you dlick the reserve
you book a Sabre fare on the s et
outbound you will need to ' e e
select a Sabre fare for the ®| w83 PE o VG s> 10
return.) A I i sl
% | 28143 YEG » YYC 120pm > 1250pm ﬂ L:'—b CSEJ.'
e You are able to book different A Coale — " i
carriers with Air Canada (e.g. ; e e s
WestJet with Air Canada). ®| w597 e = MC wsems orieem g tjCanirs it o o]
Air Canads+ Stopz0 any other airlines
1 r_-“;“ - ) Fare Rirle
1h 19m (Sobre) g Fore Rutes
Travel Booking - User Guide Version 2.0
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Step 3 °
A La Carte
Options

Once you have selected your
flights, a pop-up will appear for
“A La Carte” option selection.

e Options will be listed for each
flight segment, so some items
may appear more than once.

e Select each item you would
like for each flight.

e NOTE -These items will be
charged to the credit card
used to pay for the flights.

Air Canada A La Carte Options

options you've chosen.

Fit& From To Depart Aurive
AcCl108 YVR YYZ 2013-10-22 07:00:00 2013-10-22 14:29:00
Description Price

[F] Get extra protection in case of flight delays or disruptions that are beyond the airline’s
responsibility or control.
Rebook the first available flight on Air Canada or another airline
Provide c ary hotel acc ions. car rental. ground transportation and meals
Receive automatic flight information updates by email and/or SMS
Full details on how to use On My Way will appear on the [tinerary/Receipt
MNon transferable: can only be used by ticket holder
Once the ticket has been purchased, this option cannot be changed and is non-
refundable
Receive 1 Meal Item™ = 1 Snack Item for only (up to $9 CAD value, all taxes included) “Effective April
1, 2010, meal items will na longer be available for purchase on flights departing after 1OPM. On
[ these fiights, customers will anly be able to choose from a selection of beverages and snack items. Add 57.00
Effective May 1, 2010, all Onboard Café purchases made on board Air Canada flights (excluding
Jazz) are payable only with Visa, MasterCard and American Express credit cards.
e Pay 57 [all taxes included) for an Onboard Café voucher redeemable for 1 Fresh Meal item
or Alcoholic Beverage and 1 Snack item (Al Day Fantry or Fresh Snack]. Voucher coding will
be indicated on your boarding pass.
= Use for purchase of any Onboard Café items including alcohalic beverages on selected
flights of two hours or more [duty free excluded).
= Effective April 1, 2010, meal items will no longer be available for purchase on flights
departing after LOPM, On these flights, custamers will only be able to choose from a
selection of beverages and snack items.
e Examples of the snacks found in our All Day Pantry menu include: chips, chocolate bars,
and cashews. All Day Fresh Snack items include: carrot sticks and dip, apple slices, and
muffins, All are available for 53 CAD/USD
e Examples of our All Day Fresh Meal menu include: pizza, and sandwiches, all from 56-7
CAD/USD.
= Please note: customers on Jazz Flights of 2hrs to Shrismin duration will receive up to S8
CAD worth of Snack items from the All Day Pantry, as menu items differ.
e Menu listings for Jazz flights can be found on the wunw . flyjazz.com website.
= Mot all items are available on all flights,
= Onboard Café snack and meal vouchers are valid solely on Air Canada operated flights
including Jazz).
= Non transferable: can only be used by ticket holder.
= Mon refundable: once ticket has been purchased, this option cannot be changed or
refunded.

Add 535.00

Fite From To Depart Arrive
AC108 WY WVR 2013-10-23 14:00:00 2013-10-23 16:00:00
Description Price
[F] Get extra protection in case of flight delays or disTUptions that are beyond the airline’s
responsibility or control.
Rebook the first available flight on Air Canada or another airline
Provide ary hotel acc ions, car rental, ground transportation and meals
Receive automatic flight information updates by email and/or SMS
Full details on how to use On My Way will appear on the Hinerary/Receipt
Non transferable: can only be used by ticket holder
Once the ticket has been purchased. this option cannot be changed and is non-
refundable
Receive 1 Meal Item* = 1 Snack Ttem for only (up to $9 CAD value, all taxes included) *Effective April
1, 2010, meal items will na longer be available for purchase on flights departing after 10PN, On
[ these fiights, customers will anly be able to choose from a selection of beverages and snack items. Add $7.00
Effective May 1, 2010, all Onboard Café purchases made on board Air Canada flights (excluding
Jazz) are payable only with Visa, MasterCard and American Express credit cards.
= Pay 57 (all taxes included) for an Onboard Café voucher redeemable for 1 Fresh Meal item

Add 535.00

You can now exercise more freedom in customizing your flight, so that it reflects perfectly what you want frem your travel
experience. With our ? Ia carte options, you can decide where you might like to save even a little bit more, or kesp the base

Step 4 °
Instant
Purchase

AirCanada online bookings
are ‘instant purchase’ which
means that Air Canada will
automatically issue the ticket
once you confirm the booking.

e Before you can continue, you
must confirm that you have
read and understand the
conditions. Once you confirm
your Tango flight by selecting
the checkbox | understand
and | wish to proceed, the
ticket is issued

IMPORTANT NOTE: If

you need to cancel a
Tange/AirCanada
booking due to an error,

contact UNIGLOBE
before the end of the day,
so that they can cancel it

TIP: Other fare types (i.e. Sabre) are not
confirmed and ticketed until the end of

the booking process.

Trip Payment
Information

You have selected an airline that requires that all reservations be paid for and ticketed immediately. You must

select a credit card from the list below to use for payment.
Once you click "Next > =", the airline--not your travel agency--will

& receive your credit card information
« charge your credit card
¢ issue a ticket

Once you see your itinerary, you will not be able to cancel the trip through Concur, and any changes or

refunds to the airfare will have to be processed through the airline.

When you click Next, the selected credit card will be charged and the ticket will be
issued immediately.

DI understand and [ wish to proceed,

Choose a credit card Add a Mew Credit Card
Zompany cards are indicated by an asterisk [*).
Flease choose a credit card, -

Step 5 °
Confirm
Purchase

Once you have confirmed that
you want this reservation,
select Next.

Please choose a credit card and billing information, if applicable.

[ start Over | [ <<Previous | [ Next== |
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and finally click Close.

| levels of frequent flyer status. (g

Step 6 e The Travel .Detalls page will Travel Details
'lgra;v_ell show your ticketed flights. Pt
etalls . . :
the top, followed by the details Start Date: 22 Oct, 2013
for each ﬂlght End Date: 23 Od, 2013 - B
Created: 7 Feb, 2013, William Mever [Modified: 7 Feb, 2013)
ey - . . Description: (No D tion Available} [Edit]
e Within the details you will see o bt Locston zemen
the Status: Booked directly in Ip_*%l
R Ticket Number(s): 0142117510871
AirCanada. Change frequent flver program
e Other flight types (i.e. Sabre)
will indicate a status of
Confirmed.
c Vancouver, BC (YVR) to Teronte, ON (YYZ)
e You can now select (and pay
for, if applicable) your seat on Tue 22 Oct Air Canada 108 Duration: 4 hours, 29 minutes Nonstop
Alr Canada CIICk Select Seat Iwant to ... Vancouwver (YVR): 7:00 AM Toronto (YYZ): 2:29 PM
t d * Cancel all Air Terminal: M Terminal: 1
o procee . Confirmation Number: KHZIIZR l Status: Booked directly in AirCanada /KHZIZR I
Flight Information
Aircraft: Airbus A320
E-Ticket
Cabin: Tango (&) Seat: Mo seat assignment & Select Seat
‘We were unable to confirm a seat assignment. Click on "Select Seat” to view the seat
map and manually select your seat.
Add: ) Car (& Hotel
a Toronto, ON (vvZ) to Vancouver, BC (YWVR)
Wed 23 Oct Air Canada 109 Duration: 5 hours Monstop
Twant to ... Toronto (YYZ): 2:00 PM Vancouwver (YVR): 4:00 PM
+ Cancel all Air Terminal: 1 Terminal: I
Confirmation Number: KHZIZR Status: Booked directly in AirCanada /KHZIZR
Flight Information
Aircraft: Airbus A320
E-Ticket
Cabin: Tango (E) Seat: Mo seat assignment o
We were unable to confirm a seat assignment. Click on "Select Seat” to view the seat
map and manually select your seat.
Add: @ Car (@ Hotel
Step 7 e Click on any green (available) | @setve =
Select Seats seat, then click Select Seat, i

Select Seat
(]

Air Canada Flight: 0108 Airbus Industrie A320-100/200

Vancouver Intl Arpt (YVR) - Lester B Pearson Intl (YYZ) Available flights:  AC 0108 WRYYZ
22/10/2013

Seat Selection:

There is a minimum charge of 31 CAD for advance seat selection for Tango fare tickets.
Seat assignment is subject to change up until time of departure

@ Available seat g} Occupied seat [ Preferential seat [ Exit row

Leave vacant or assign last seat @ Selected Seat

y Preferential seating is not generally available for discounted fares, or travelers without higher
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Fravel " Jou il be retarmed to the
Travel you will be returned to the s
- . Ticket Number Airfare amount Taxes and fees Airfare Paid
Details Travel Details page. 0142117510871 5 478,00 CAD 517549 CAD $653.49 CAD
Air
e Scrollto the_ bottom of the Ticket Number: 0142117510871: $ 478.00 CAD
page and click Next to Taxes and fees: §175.49 CAD
Continue_ Total Estimated Cost: $653.49 CAD
. On-line Check-in
e You must complete the entire

Concur booking process to
successfully complete your
booking. See Book Travel.

IMPORTANT NOTE:
Remember that Air
Canada online

reservations can only be
cancelled by contacting

Air Canada Check-in

You can check-in on-line up to 24 hours before your flight, You may print your boarding pass at your home
or office to avoid ticket counters and kiosks and go right to security, Click the Check-in button to find out
mare,

‘Confirmation Number: KHZIZR

Remarks:

Itinerary created on 7,/02/2013 at 9:32 AM

If you close at this point your reservation may be cancelled. Note: Any part of the trip that is instant
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6 ADD A HOTEL/CAR TO A
ONE-WAY FLIGHT

Procedure Screen Display/Expected Results
Important * Ifyou select One \N_ay OI"] the © Round Trip @ One Way Multi-5egment
Note flight search, you will notice
that the option to book a car Departure City [g)
and/or hotel in conjunction with
that ﬂlght dlsappears' Find an sirport Select multiple sirports
Arrival City G
Find an zirport Select multiple sinports
Departure [}
depart » 09:00am w =3 w (<]
D Specify airline [g) D Refundable anly air fares
AirCanada Promotional Code: [optional)
Class of Service: Economy class -
Search flights by: © Price @ schedule
Step 1 e Book your flight. See Book
Book Flight, Travel. Travel Details
Then Add to ) 2 oo
ltinerary e When you arrive at the Travel
Detalls page, you Can then I want to.. .Tri!:!Name:Triplrom Vancouver to Ft McMurray Add to your Itinerary
select to add a car and/or hotel | ©Zliee  gamome ez v @
as needed . i?:a’::;::::?ﬂ::i Wiliam Never (Modified: 25 Nov,
2013)
Description: (No Description Available) (Eait)
Agency Record Locator: OKSLDA
Passengers: Wiliam Admin Never
Total Estimated Cost: $ 356.08 CAD (Details
Step 2 e Once you select Car or Hotel,
h . . x
Select the you will have a drop-down Trip leg selection
Trip Leg menu to select whether to add
reservation to an existing trip Add reservation to:
arrival location or a new Ft Mchiurray, AB (YMM) (16 Jul) ~
location. Ft McMurray, AB Cv'MM) (16 Jul)
Mew location
[ Search ] [ Cancel ]
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Hotel
Search

and check-out dates as well as
other preferences.

Step 3 e Specify the pick-up location, Rental Car
; Search Preferences
Car Rental pick-up and drop-off dates as
Pick-up car at
Search well as other preferences. .. . Fick-up date
@ Airport Terminal © OFff-Airport 16/07/2004 | 1048 am =
Please enter an airport. MM
Drop-off date
YMM - Fort Mchurray Municipal Arpt - Ft McMurray, AB
17/07/2014  12:00 pm
[T Return car to another location
Car Type (Selectup to 3} Preferred Car Vendors
,:ﬂﬁiccaarrclass Enterprise Any Vendor
Economy Car Budget DAIamo
Economy Car Hybrid Hertz [ poniar
Compact Car ] awis 2 [ ace s
Smoking
Don't Your company preferred vendors will be included in the
on't care A search with your preferences.
Indicates major vendor.
Promo Code
Supplier Code
-
Add Rental Cars
<< Provious
Step 4 e Specify the location, check-in

Find a Hotel

Find hotels within 5

Distance Units miles - of
S Airport D add Check-in Date Check-out Date
2 Airpo Address
. 16/07/2014 —
) Company Location @ Landmark / Pastal Code
P . o ea o . - Change Month >
eg. Buckingham Palace, ‘RG9 441" or ‘Henley-on-Thames
Ft McMurray, AB
SufM [TulW[Th| F |Sal |SulM[TulW Th F |Sa
1(2(2(4(5 {2
D With names containing: BAEBRNEEREAHEHEE
IE I B S D R
20l 22l23lzales |28 T|18|18[2012122|23
- 24|25|26(27|2829| 30
27 (28(29(30(31 kXl

Prefer the following chains
Hotel Memberships Hotel Vendors
Mo vendors in profile, AnyHoteI
|:| Carlson Brands [All}
[Tl choice Brands
[ itton (am -

Company Preferred Hotels within 30 miles
These properties will be automatically added to your search
Sawridge Inn & Conference Centre***

‘What are Preferred Hotels?
Indicates major vendor. W

Please choose a location to search for your hotel, and select your check-in and check-out dates.

Help me find a hotel

Display Trip == Previous
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I FREQUENTLY ASKED
QUESTIONS (FAQ)

Concur FAQ

Objective of Concur

The Concur Online Tool provides an end-to-end travel request and booking solution that will:

e Reduce costs
e Save time
e Eliminate paper

Can Personal Travel be booked using the Concur Online Tool?
At this time only corporate trips should be booked on Concur.

For vacation bookings please contact UNIGLOBE Travel's Leisure office. The leisure office is open
Monday to Friday from 8:30 am to 5:00 pm and Saturdays from 10:00 am to 4:00 pm.

e Phone: 1-800-491-5565
o Email: vacationyyc@uniglobeone.com

Please note additional service fees apply.

Do I need a UNIGLOBE profile to use the Concur Online Tool?
Yes, all travelers using this system require a personal travel profile

Do employees need to upload corporate discount codes into the Concur system?
No, corporate discounts are pre-loaded into the system. Promotions that are not part of a company’s
corporate discounts will need to be added by the user.

NOTE: Individuals can enter their personal promotional and discount codes for Air Canada or a car rental
when booking their travel through Concur.

In the Concur system, what flights can be put on hold and which flights are instant purchases?
When booking directly from the airline (ex. AirCanada or Southwest) flights are instant purchases when
the booking is completed. When booking through “Sabre” these flights can be placed on hold until the
date/time indicated by Concur.

What is a travel credit?
A travel credit is issued to your company when a ticket is cancelled and held for future purchases.

How are travel credits used?
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Travelers must call UNIGLOBE in order to use a credit. Credits cannot be actioned on Concur as they
are managed by UNIGLOBE's database.

When I reserve a trip will | receive an email?
No, only when a ticket or invoice is issued by UNIGLOBE.

When the ticket is issued will | receive an email?
You will receive an itinerary and invoice.

ProFILER Express and Concur Online Travel Booking Support:

e Email: onlinesupport@uniglobeone.com
e Toll Free: 877-575-6868
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