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3. Your ltinerary
a. Information entered in Expected Expenses is plugged into the booking tool
b. Dates, times, and locations for each segment are adjustable after this screen
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c. Ifcarrental is included, user must assign rental station locations on WKH 3&KRRVH
D UHQUDO VIDILRQ™ screen; choose any available at any location if intending to skip
car rental booking

Choose a rental station "l

SAP Concur

S #'for an off-airport car locatiory?
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. A UA corporate card is required to book through the booking tool; card
HQWHUHG LQ WKH XVHUV SURILOH DXWR IL0OV

If user needs CTM to reserve and pay for the hotel, 3Skip Hotel” and enter

lodging information on Trip Booking Information screen

Review IKH KRWH{V FDQFHDIWLon policy before confirming
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6. Travel Details
a. Overview of full trip itinerary

b. Cancel or change airfare, lodging, and car rental before booking completes

c. View total estimated costs
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7. Trip Booking Information
a. 3&RPPHQIV IRUWKH 7UDYH) $JHQI" box
i. If requesting CTM book a portion of air travel on a rural carrier, enter that
airfare information here
ii. If requesting CTM book and pay forairfare information here
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8. Trip Confirmation + Final step to complete booking

Trip Confirmation

Trip Summary
Fant To COMPLETE BOOKING, please press the "Confirm Booking™ Button after reviewing this page.
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Start Date: April 01, 2024
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“Your ressrvation is complete, but not yet tideted. A final itinerany will be sent in & separate email.
Passengers:Travis-Miles

Total Estimated Cost: $1,187.40 USD

| ” Airfare must be ticketed by: 1000712023 9:30 PM Alaskan ‘
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9. SFinished ~ + Final booked itinerary with option to Print or Email

i coenn. . Finished!

You have successfully booked your trip!
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E@pﬂllﬁ"@ll Travel Contact Information
c q 1-833-500-4292
Overall satisfaction 1-833-500-4292
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cengers: Travis Miles
| Estimated Cost: $1,187.40 USD
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10. ®HSHQGLQJ RQ WKH XVHU{V HPDL0 QRWLILFDWLRQ VHWMLQJV WKH WUDYHOHU DQG GHOHJDWH UHFHLYH DQ
email of the ticketed itinerary + this is the flight itinerary receipt required for the Report
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