


 
 
 
 

 How to Book Travel in Concur 
 
 
 



Find Nearest Airport 

Update your travel preferences 

Add a Car or Hotel 

Search by Price or by Schedule 

Concur Travel  
 

Book Air, Car, and Hotel with your 
personal travel preferences while 

complying with your company travel 
policies and obtaining negotiated rates. 

 
Don’t need a flight?  You can reserve a 
Car and/or a Hotel without booking an 
airline ticket.  Just click the Car or Hotel 

tab located on the left.     



 
Use the Matrix to narrow 
your search results.  If you 
have an Unused Ticket on 
file, it will appear in the 

Matrix  making it easy for 
you to apply towards your 

new reservation. 
 

Shop by Fares or by 
Schedule. 

 
Modify your Flight Search if 
needed without the having 

to start from the Home page. 
 

Use the Seat Map feature to 
determine how full a flight is 

BEFORE you book it.   
 

 

Seat Map 



The Seat Map allows you to view how full a flight is BEFORE you reserve the flight.   



Concur Travel will attempt to 
assign your seat based on the 

preferences listed in your 
profile.  You also have the 

option to Change your Seat 
within Concur Travel. 

You also have the option to 
add a Car to your 

reservation. 



View a Map of Hotels 
to locate properties in a 

local street view. 
 

Filter your hotel results 
by using Change Search 
parameters.   Filter by 
Price, Neighborhood, 

Hotel Chain and 
Amenities. 

 
View Rate Details and 

the Cancellation Policy. 
 

Add a Frequent Guest  
program number. 



Map of Hotels in a local street view of your destination 

Click a pin on the map to view the 
property info.    



Of special note is the ‘Comments for the Travel Agent’ : Use this only if you need agent 
assistance with your reservation. Using this field will result in a higher service fee. The 

reservation will not be auto-ticketed. 
 



Trip Confirmation 
 
Review your completed 
reservation.  
 
Click on ‘Purchase Ticket’. Your 
reservation is not complete until 
‘Purchase Ticket’ is clicked! 
 
 If you do not wish to purchase 
the trip, click ‘Cancel’. 
 

We hope you enjoy using  
Concur Travel! 



 
 
 

 How to 
File Credit Card Expenses 

in Concur 
 
 
 



Create new expense voucher and click IMPORT 

Expense Voucher w/Credit Card Transactions 

Your itinerary and credit card transactions appear  

If your corporate card was used for a purchase you MUST 
wait until the credit card icon (actually transaction) feeds 
into Concur before you can expense it!  



Select the transaction(s) you want to be included on the 
report and either ‘drag’ in to the voucher or click ‘IMPORT’ 
and they will pre-populate in to voucher. 

Expense Voucher w/Credit Card Transactions 



Exceptions have to be defined/itemized to resolve 

Expect these – most are quick and easy to define! 



 

Required fields are identified 
by the red hash marks 

Exceptions have to be defined/itemized to resolve 



All hotel transactions have to be itemized 

• Enter the check-in/check-out dates = auto populates with 
total # of nights 

• Enter the daily rate of the hotel 
• Enter the total of the daily taxes 
Click Save Itemization 
NOTE: any hotel that is booked through Travel Inc will be accompanied by a 
Travel Booking Fee (undefined) of $5.50.  No transaction fee is assessed 
when booking a hotel through Concur. 

 



Many transactions feed in to your Concur as 
‘undefined’ 

Click on the transaction to bring up the expense screen 
Click on the expense type field and ‘identify’ the transaction 
NOTE: next slide 



Many transactions feed in to your Concur as 
‘undefined’ 

Utilize your comment box(es) – the more 
you explain the less is asked of you 
*click SAVE 



Business Meal  

• Click the SEARCH box 
• Click NEW ATTENDEE box 
• Adds the attendee to your meal 
• *Click SAVE 

 



Personal Transaction 

Personal transactions are not allowed 
on the CCC but accidents happen. 
EVERY CCC transaction must be 
submitted on an expense voucher and 
feed through Concur in order to keep 
your account current. 

List your personal transaction as MISC 
Put a ‘check’ in the ‘Personal Expense’ box 
Comment why/how AND enter the confirmation number US 
Bank provided you. 
Doing this let’s your management, EP, and IA know that you have resolved 

Prior to completing this transaction 
you need to call US Bank @ 
1.800.344.5696 and make a phone 
payment. Document the confirmation 
number they provide you. 



Airfare Transaction / Travel Booking Fee 

Every airfare transaction requires a ‘business purpose’ and is 
accompanied by a Travel Booking Fee (undefined) 
Domestic booked on line = $3.25 
Domestic ‘light touch’ = $8.50 
Domestic full service agent booked = $20.00 



Personal Expense Itemization 

Open the transaction and define the expense type 
For this example an alcoholic beverage was purchased 
with meal – you only owe US Bank for the beverage…  
 
DG TRAVEL POLICY 
Alcohol Expenses  
Dollar General does not reimburse expenses for alcoholic beverages 
except in the following circumstances:  
• Company-sponsored events approved by the CEO or one of his 

direct reports;  
• After-business-hours business, civic, or charitable functions 

hosted by the Company or a Company department or unit (i.e., 
evening or weekend meetings, dinners, parties, fundraisers, 
etc.) approved by the CEO or one of his direct reports; and  

• After-business-hours functions approved by the CEO or one of 
his direct reports.  

 

Click ITEMIZE 



Personal Expense Itemization 

Open the transaction and define the expense type 

 

Does the math for you! 



Personal Expense Itemization 

You have to manually enter the dollar amount 
that the company is to pay to the CC 
*SAVE 



Personal Expense Itemization 

You have to manually enter the dollar amount 
that you are responsible for and place check-mark 
in the ‘personal expense’ (do not reimburse) box 
 
NOTE: you have to call US Bank and make a phone payment 
(1-800-344-5696) for the amount you owe.  You need to enter 
the payment confirmation number in the comment field prior 
to submission. 

*SAVE 



Personal Expense Itemization 

Indicates 
PERSONAL 



Personal Expense Itemization 

Click on DETAILS 
*report totals 

Provides breakdown 
of expense allocation 



Concur Mobile 



CONCUR MOBILE 

CLICK in blue area 



CONCUR MOBILE 

Your USER NAME = your EID# with leading zeros to 
make 9 digits @dollargeneral.com  

(ex. 000123456@dollargeneral.com) 
 

Create your own PIN  
Retype your own PIN 

*Click SET PIN 
 



Download the application to your 
smart phone 

 
You will be prompted to enter 
your USERNAME and your PIN 

upon initial login 
 

The App is user friendly  

 

CONCUR MOBILE 



Do’s and Don’ts 
• Do file expense reports timely (once a week if you travel weekly) to 

ensure payment is made to US Bank and no late fees are incurred.   

• Do wait until the MasterCard icon shows up in Concur before filing the 
expense. 

• Do reconcile your account when you receive your statement monthly.  
This is critical to keeping your account on balance! 

• Don’t expense any of these itinerary icons unless the MasterCard icon 
accompanies it.  

• Don’t pay your US Bank statement with a personal check unless you 
exceeded your per diem and owe the difference directly to the bank.  
Dollar General pays US Bank on your behalf based on your approved 
expense report. 

 


