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Getting Started: Accessing Concur Expense & Travel
IEEE Volunteers: Visit IEEE’s NextGen Expense Reimbursement (Concur) & Travel information page

IEEE Employees: Canaccess Concur from anywhere on InsidelEEE by selecting ‘Quick Links’ at the top of any page, then
selecting the "NextGen Expense Reimbursement (Concur) & Travel" link

Review and Complete Profile Settings
Before you use Concur Travel for the first time, you will need to complete your Travel profile. Even if you don’t make any

changes, you must save your profile before you canbook a trip in Concur Travel. Refer to the following Concur Travel
Quick Start Guide to learn more:

IEEE Volunteers QRG
IEEE Employees QRG

Once your profile information is entered and saved, it will be electronically routed to IEEE’s corporate travel agency of
record, World Travel, Inc.

SAP Concur E Travel Reporting

You are now ready to begin your train travel search.

Arrangers

Trip Library Templates

Begin a Train Travel Search

X0 = =R

1. Select “Travel” at the top left to exit the Profile page.

Click the Trainicon at the top of the page. Train Search mry

3. Clickto Selecta trip searchtype: 3 Round Trip One Way Multi City
* Round Trip ® One Way e Multi-City T

4. Enterthe ‘From’ and ‘To’ details using the city name or train Washingten - Unien Staticn, DG
stationname. 41

. . . Mew York Grand Central Terminal, NY
5. Click the calendar in the ‘Depart ‘and ‘Return’ fields to select

dates.
6. Select a portion of day or a specific hour in the ‘Time’ drop-

Departure
[F]10/31/2022 || Moming

down boxes.

7. Set a ‘Searchby’ preference of ‘Price’ or ‘Schedule.’

8. Click Search.
Note: Ifyour Travel Profile was not completed, a notification
window will appear after selecting ‘Search’ to advise that
your profile must be completed before the system will allow you

to continue. 8 m

03/2022| || Afternoon

Search by
7| Price w



http://www.ieee.org/expense
https://17ieee.sharepoint.com/sites/HumanResources/benefits/brownbag.jpeg?web=1
https://services10.ieee.org/idp/startSSO.ping?PartnerSpId=ConcurIEEE
https://ieeemce.org/wp-content/uploads/travel-program-vol-mem-qrg.pdf
https://ieeemce.org/wp-content/uploads/travel-program-employee-qrg.pdf

IEEE MICE

Meetings | Conferences | Events

World Travel

INC.

Select Your Train Travel Segments

Search Results willappear on the next screen, based on your selected parameters.

1. Select the ‘Shop by Fares ‘or ‘Shop by Schedule’ tab above the list (click the alternate buttonto switch between
views.) The ‘Show matrix’ button will show segments grouped by trainline.
2. Usethe ‘Train Number Search’ or the ‘Sorted by’ arrow, if desired, to refine the options list.

Travel Arrangers Trip Library Templates Tools
NEW YORK - MOYNIHAN TRAIN HALL TO WASHINGTON - UNION STATION Show as | USD v |
TRIP SUMMARY TUE, NOV 1 - FRI, NOV 4
I:::\B/:] Train Reservation Show matrixl Print / Email
1 Shop by Fares Shop by Schedule

Finalize Trip

2 train MNumber Search Q, |Sorted By: | Price - Low to High Displaying: 132 out of 132 results. | I.-l\':nlhl;;

Previous | Page: 1 of 14 | Next | All

3. Make changestoyour searchin the left panel searchbox or by using the blue toggle slides.
4. UseTrain Station Filters to select depart and return stations separately when options exist.

Change Train Search 3 ~ Depart - Tue, Nov 1 3 ~ Train Station Filters 4 ~
From ® ® [
|Washington - Union Station, DC | Depart 06:00 A-11:35 A Humber of Stops: | Select v |
To @ o Depart
| New York - Moynihan Train Hall, United States of Ami| Ariive  08:56 A- 03:10 P Departure
Depart Mew York - Moynihan Train Hall (S276.00)
_— Return - Fri, Nov 4 ~
\F10/312022 || 09:00 a1 v | .
Retumn @ ® Washington - Union Station (3276.00)
||E|11:'03|'2022 || 0300 i W | Depart 12:05 P - 05:05 P
® ® Return
m Amive 03:20P-0830P Departure
| Price hd | ; : i 3
A — Washington - Union Station (5276.00)
Price -~

Arrival

m ® Mew York - Moynihan Train Hall (S276.00)

Price $276.00 - 550700
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Shop By Fares: (‘by Schedule’ is below)

Click a ‘View Fares’ buttonto reveal the ‘Depart’ and ‘Return’ details of a specificitinerary.

Click the ‘Show all details’ down arrow to reveal the fare and seat class details.

Click the ‘Train details’ down arrow on the ‘Depart’ and ‘Return’ segments to show more detail.

Click a fare amount button to select the seat class andto advance to the Review and Reserve screen.

PwnNpE

06:02a - 09:29a Direct 3h 27m $276.00

-5 Amtrak
Regional 4335, - 06:58p Direct 3h 23m 1

ROUND TRIP: NEW YORK - MOYNIHAN TRAIN HALL TQ
WASHINGTON - UNION STATION

2
DEPART 2 Tue, Nov 1

Tue, Mov 1 06:02a NEW YORK - MOYNIHAN TRAIN HALL 2h 2fm Amtrak Regional Train 83 =
09:29a WASHINGTON - UNION STATION

RETURN &2 Fri, Nov4 3

Fare Options Refundable

Coach Reserved Seat (YD) / Coach 4

Reserved Seat (YB) Yes 9 $276.00
Rules Fees may apply

Coach Reserved Seat (YD) / Businass
Class Seat (JB) zE o $337.00

Fees may appl
Rules YLD

CONCUR TRAVEL QUICK START GUIDE-IEEE EMPLOYEES -12.07.2022 AUTHOR: SHERRY R. SILLS
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1. Click the ‘Shop by Schedule’ tab. The ‘Depart’ button will be the default first choice.
2. Click the ‘Select’ buttonto choose a departure train from the list displayed.

That selection will appear above the ‘Depart/Return’ tabandthe ‘Return’ tab will now be active. Click the

‘Remove’ button that appears to change the Depart trainselection, if necessary.

3. Under the ‘Depart/Return’ tabs, (willauto-switchto ‘Return’) click the ‘Select’ button to choose a return train.

Shop by Fares

Depart

Shop by Schedule 1

Return

11:50a
Amtrak Acela

Direct Businass

DEFPART: WASHIMNGTOM - UNICN STATION TO MEW YORK -
MCHYMIHAM TRAIN HALL

- 02:47p

2h 57m / THS 2184
[Amtrak) ==

Depart

Train Mumber Search

Return

New York - Moynihan Train Hall - Thu, Nov 3

Oecaza By ‘ Preference w

Displaying: 12 out of 13 results

Previous 12 Next | All

02:00p Business

Amtrak Acela

— 04:54p Direct

DEPART: NEW YORK - MOYNIHAN TRAIN HALL TO
WWRSHINGTOM - UMICN STATION

2h 54m / THE 2121
[Amtrak) ==

4. Theitinerarywill appearin the ‘Selected Fare’ box at the top of the screen.
5. Click ‘View Fares’ toreveal the available seat classes and fares.

6. Click ‘Show all details’ toreveal details of the depart and returns segments.

4

Selected Fare

. Remove X
11:50a -+ 02:47p Direct 2h 5Tm & T70 00
Amtrak Acsla 2164 -
02:00p - 04:54p Direct 2h 54m

Arntrak Acela 2121

ROUMND TRIP: WASHIMGTON - UNION STATION TO
MEW YORK - MOYMIHAN TRAIM HALL

Show all details

World Travel
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7. Click the ‘Traindetails’ down arrow on the Depart and Returnsegments to show segment details.
8. Click the fare amount button to select the seat class andto advance to the Review and Reserve screen.

DEPART & Mon, Oct 21 Hide datails -
Mon, Oct 31
11:50a WASHINGTOMN - UNIOMN STATION 2h 57m  Amirak Acela THS 2164 ==
02:47p MEW YORK - MOYMIHAN TRAIM

HALL

7

RETURN 2 Thu, Nov 2 Train details «
Fare Options Refundable 8

FS

Agela Business (KO) ! Acela

o IEXB

Rules

Lroels Businass Class

Seat (KD} / Acela First o —
Class Seat (PE) Fees may apply o $512.00

Rules

CONCUR TRAVEL QUICK START GUIDE-IEEE EMPLOYEES -12.07.2022 AUTHOR: SHERRY R. SILLS
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Review and Reserve a Train Trip

1. Reviewthe ‘Trains’’ and ‘Passenger Information’ on this page. Use the ‘Back’ button at the bottom of the page for
necessarytrainchanges. Use the Passenger Information ‘Edit’ button for profile updates.

Enter any Rewards Program details, if applicable.

Select aticket delivery preference.

Review the price summaryand select a method of payment (add a credit card here, as necessary.)

Clickthe ‘Back’ buttonto make trip changes or the ‘Reserve Train and Continue’ button to confirm the reservation.

aobkowb

Review and Reserve Train

TRAINS
DEPART 2 Mon, Oct 31 Train details
RETURN 2 Thu, Nov 3 Train details -«

ENTER PASSENGER INFORMATION

Ensure passenger information below is correct. ig

Passenger 1 e-.liew all
Name: Lori Ann Cornstt Phone: 732-562-5220  Email:

Rewards Program
| | |

PROVIDE TICKET DELIVERY PREFERENCE

You can now experience better comfort in customizing your Amtrak booking experience. With our train options, you can decide where to spend or save

money to make your trip optimal.

Ticket Delivery Methofl | Electronic (0.00) |

REVIEW PRICE SUMMARY
Description Fare Taxes and Fees Charges
Train ticket $230.00 50.00 $230.00

Total Estimated Cost: $230.00
Total Due Now: $230.00

SELECT AMETHOD OF PAYMENT

How would you like to pay?

| There are no credit cards defined. |9 Add credit card

* Indicates credit card is a company card

CONCUR TRAVEL QUICK START GUIDE-IEEE EMPLOYEES -12.07.2022 AUTHOR: SHERRY R. SILLS
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Finalize Your Trip - Review Travel Details

Review the Trip Overview section to confirm your selections and use the ‘Edit’ button to make changes.
Add a Description of the trip using the “Edit” button, if desired.

Add acar or hotel from this screen, if desired.

Review the Reservations details for all trip sections and add the trip to an itinerary from this section.

RAREE I A o

Click ‘Next’ to continue the reservation process, or ‘Cancel Trip’ to exit the process.

P SULMARY Travel Detalls

-y TRIP OVERVIEW

Review Travel Details | want to... Trip Name: Trip from NYP to WAS 9 Add to your Itinerary 3
Enter Trip Information Ltr Start Date: December 18, 2022 @ o @ .
Submit Trip Confirmation End Date: Dacember 22, 2022 _ _
Created: Decamber 08, 2022, Lorn Comnett X
(Modified: December 08, 2023) Booked outside Contur? Enter your
trip mamezlly or connect with
2 Description: (Mo Description Avsilaple) &0 Trpit

Agency Record Locator: N8B0V
Passengers: Shery Russ Sills
Total Estimated Cost: 5280.00 USD ezl

RESERVATIONS
Monday, December 13, 2022

Train  New York - Moynihan Train Hall, NY to Washington - Union
Station, DC

Palmetto 89

4 a Add to your [tinerary

If you close at this point your reservation may be cancelled. Mote: Any part of the trip that is instant

purchase or has deposit required will not be cancelled.
5
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Enter Trip Booking Information

1. The Trip Name will populate automatically, but details can be added in the Trip Description, if desired.

2. Add a Comment to the Travel Agent to share information, being careful that your comment does not
unnecessarily appear as a request for additional services, as they may incur a fee.

3. Add an email recipient to share the confirmation with another person.

4. If a Tripit user, select an option on this screen.

5. Note the deadline for confirming the reservation.

6. Use the bottom button selections to manage the reservation process. If ready to purchase, click “Next.”

TRIP SUMMARY Trip Booking Information

The trip name and description are for your recerd kesping convenience. If you have any specis| requests for the travel agent,

(o) o . lease enter them into the apent comments section.
(v ) Finalize Trip ? =
< Review Travel Details Trip Name Trip Description (cptional)
Thizs will appear in your upcoming trip Est. 1 Used to identify the trip purposs

Enter Trip Information
Submit Trip Confirmation ‘Trip from NYF to VRS

e e

Comments for the Travel Agent (optional)
Special Requests may incur 3 higher servics fea. SEem:I a copy of the confirmation to: g

Send my email confirmation as
(@HTML (O Plainted

2

A

4 242 Triplt Privacy
{"¥Share trip destination and dates with yeur Triplt Connections and Groups.

(@Mske this trp private

5 You may HOLD this reservation until: 12/03/2022 11:00 pm Eastern

6 D D S
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Purchase Ticket

1. Review the Trip Overview section to confirm final selections and details.
2. Selectfrom the bottom button options to review previous screens (to make changes,) purchase the
ticket or cancel the trip.

TRIP SUMMARY Trip Confirmation

To COMPLETE BOOKING, please press the "Purchase Ticket" Button after reviewing this page.
@ Finalize T"p To CANCEL, press the Cancel button.

+ Review Travel Details

+ Enter Trip Information 1 TRIP OVERVIEW

Submit Trip Confirmation

2 Display Trip == Previous Purchase Ticket=>

CONCUR TRAVEL QUICK START GUIDE-IEEE EMPLOYEES -12.07.2022 AUTHOR: SHERRY R. SILLS
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Travel Program Resources

World Travel Inc. / Concur Travel

Concur Travel Online Booking Tool:
Technical Support (via World Travel)

Chat Option: Click in the center box on the
“Company Notes” tab of the Concur Travel
homepage

Phone: +1 8002214730
Email: Onlinehelp@worldtravelinc.com

World Travel — Booking Agents &
Emergency Support (24/7)

+1 800 879 4333 (US & Canada)
+1 717 556 1100 (Elsewhere)

IEEE Account Pseudo Code 2UQF (if
requested)

Online Resources
For videos, PDFs, webinars and more

Concur & World Travel Self-Service
Dashboard

Concur Travel Training (ongoing schedule)
e Concur Travel Basics

o Tips & Tricks

IEEE

IEEE Travel Program Page
For a full overview of the travel program and its
resources, including:

Concur Travel FAQs
Concur Travel Quick Reference Guide -
Employee

e Concur Travel Quick Reference Guide —
Volunteer/Member

e Travel Arranger Quick Reference Guide

IEEE Travel Program Operations

Sherry Russ Sills, Director, Event
Operations

IEEE Meetings, Conferences, & Events
(MCE)

+1 732 562 3980
Email: mce-services@ieee.org

IEEE NextGen Expense Reimbursement
(Concur) General Inquiries:

Email: nextgenexpense@ieee.org



mailto:Onlinehelp@worldtravelinc.com
https://www.ieee.org/membership/services/travel/index.html
mailto:mce-services@ieee.org
https://www.worldtravelinc.com/sap-concur-travel-portal
https://www.worldtravelinc.com/sap-concur-travel-portal
https://register.gotowebinar.com/rt/7051672039903406337?utm_source=hs_email&utm_medium=email&utm_content=71157138&_hsenc=p2ANqtz-8B9FOgaX7fg4Seo7P7Bc-FfBjqJMcrntWrIUcHoG6dHwzcS0Y5-0brL7RxusKR5QXMiFyWg9E_O1obuCgk03gtZyOmzhyVmH0M1mHnWX-a7VG3-BA&_hsmi=71157138
https://register.gotowebinar.com/rt/6134987208517918465?utm_source=hs_email&utm_medium=email&utm_content=71157138&_hsenc=p2ANqtz-8B9FOgaX7fg4Seo7P7Bc-FfBjqJMcrntWrIUcHoG6dHwzcS0Y5-0brL7RxusKR5QXMiFyWg9E_O1obuCgk03gtZyOmzhyVmH0M1mHnWX-a7VG3-BA&_hsmi=71157138
mailto:nextgenexpense@ieee.org

