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MUSIC FOR ALL TRAVEL GUIDE
CONCUR TRAVEL - AIR TRAVEL

SAP Concur Travel is the platform that Music for All (MFA) uses for all Bands of America Air Travel!
Need to create an account with MFA for Concur?

o Register an account with this link:
https://www.concursolutions.com/registration/register_form.asp?regcode=musicforall300

Already have an account?

o Follow this link to reach the main sign-in page for Concur Travel: https://www.concursolutions.com/

IMPORTANT NOTE

o If you book travel for multiple different organizations through Concur, it is important that you verify you are
using the correct username when signing in.
o Your username when traveling with MFA will always end with “@musicforall.org”.

Want to get right into how to book travel through Concur? Skip to Page 5.

SAP Concur


https://www.concursolutions.com/registration/register_form.asp?regcode=musicforall300
https://www.concursolutions.com/
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REGISTERING AN ACCOUNT AND SIGNING IN

Registering a new Concur Account:

Step 1:

¢ As mentioned on page 1, please follow this link and fill out the required fields to register a new Concur
Account.
o https://lwww.concursolutions.com/registration/register_form.asp?regcode=musicforall300
e Once this step is complete, your account must be approved by Music for All before moving on to step 2.

Step 2:

e Once approved, you will receive an email from Concur with instructions for setting up your password.
o Please try to set your password within 24 hours of receiving this email.

Step 3:

o  With both your username and password set, please go to https://www.concursolutions.com/ and enter both
when prompted.

e NEW for 2024: Concur now requires the use of Multi-Factor Authentication via an Authenticator App. Please
consult our other Concur Travel Guide for information on how to set up Multi-Factor Authentication.



https://www.concursolutions.com/registration/register_form.asp?regcode=musicforall300
https://www.concursolutions.com/
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Step 4:

o By this point you are now logged in and have access to your Travel Home Page!
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o  Before booking travel, you MUST add some additional information to your account.

o In the top-right corner of the page, click on the small circle with your initials in it.
e From the drop down menu that appears select:
o Profile Settings -> Personal Information
o This is where your Profile Information is located. You can add Travel/Rewards Programs, Known Traveler
Numbers, and other such things here (more on this later).
o Fields that MUST be filled out in order to browse and book travel:
o Under “Contact Information”:
= Work Phone
= Home Phone
= Mobile Phone
e *These may all be the same number

o Under “TSA Secure Flight:
= Gender
= Date of Birth
o Before navigating away from, closing, or refreshing this page, please click one of the blue SAVE buttons to
save any information that you added to your profile.
o LEAVING OR REFRESHING THIS PAGE WITHOUT HITTING “SAVE” WILL NOT SAVE THE
INFORMATION YOU ADDED.
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CONCUR PART 1 — ADDING TRAVEL PROGRAMS AND KNOWN TRAVELER NUMBER

To reach the Personal Information Page from the Travel Home Page:

o Click on the circle with your initials in the top-right corner of the page.
o From the dropdown menu that appears, select Profile Settings, then Personal Information.

On the Personal Information Page:

¢ Adding Travel Rewards/Advantage Programs:
o Under “Travel Preferences”, fine the section labeled as “Frequent-Traveler Programs”.
o Select the blue “+”" sign next to where it says “Add a Program”
o Enter any relevant carriers (airlines) and corresponding Frequent Traveler numbers in the pop-up
box that appears.
o Click “Save” to retain these to your profile.

Travel Preferences Go to top

Eligible for the following discount travel rates/fare classes

RN
B o

e Adding a Known Traveler Number (for TSA PreCheck):
o Under “TSA Secure Flight”, find the box underneath the “TSA Pre-Check” Logo.
o Add your known traveler number in this box.
o TSA PreCheck will automatically be applied to the flights that you book.
= Ifyou added your Known Traveler Number after booking a flight but before
boarding, you can check-in with the relevant airline’s desk to have them print you a
boarding pass with your PreCheck status correctly displayed.
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CONCUR PART 2 — BOOKING FLIGHTS

On your Travel Home Page, there is a box labeled as “Trip Search” on the left side of the page.

Trip Search
There are three ways to browse for flights with this box: & Backiog b eyt | Bk op 2 e
e Round Trip X8 A B

o Ex. Flying in from ATL to IND, then out from IND to ATL
Mixed Flight/Train Search

e One Way o P 1l 2
o Ex. Flying in from ATL to IND, but driving out post-event Fom @
e  Multi-City T g

o Ex. Flying in from ATL to IND, but flying out IND to DFW

Search

In general, our preference is for you to book Round Trip Flights unless
your specific travel circumstances necessitate using one of the other options.

To Search for a Trip:

o Enter your Departure and Arrival Airports in the relevant boxes. Concur will help find the airport you want by
auto-filling the box as you enter your airport's IATA Code, Airport Name, or Airport City.
o le, for the Indianapolis Airport you can enter:
= IND (IATA Code)
= Indianapolis Airport (Airport Name)
= Indianapolis (City)

o To search IATA Airport Codes, please follow this link.

o Enter Departure and Return Dates
o Dropdown boxes next to the dates can be used to fine-tune the time range you want to look at. You
can also select “Anytime” to search a flight spread from 12:00am to 11:59pm on the day indicated.

e Once all information is entered, click “Search”.


https://www.iata.org/en/publications/directories/code-search/

MusicforAll
Concur will provide a list of flight options with times, durations, and approximate fare cost.

You can filter the list of flight options by:

o Selecting an option from the Airline Matrix at the top of the page (ie, selecting “1 Stop” will show all flights
with one connection, while selecting “Southwest” will show only Southwest flights.)
o Adjusting the Depart/Arrival Time sliders on the left side of the page

Atlanta, GA To Indianapolis, IN Shem 3z | LSL W
Trip Summary Thu, Nov 14 - Sun, Nov 17
@ Select Flights or Trains Hide matrix  Print ! Email
Raurd Trig > A \ a
ATL - IND :—".;Ic ) Southwest Celta 'r"..['_c"_c_an United
Depart: Thu, 11/14/2024 S A
Return: Sun, 1LA7/2024
MNonstop 320,95
58 resulis 56 resulls
@ Finalize Trip
1 swop 343495
372 resuilis 14 results
A
From
ATL - Atlants Hartsfield- Jackson Il Airport - Atls
e e R Shop by Fares Shop by Schedule
Ta
1MD - Indianapols Airport - Indianapalis, 1N o
vl ar ¥ Flicht Number Search i ) Displaying: 539 out of 530 results.
Dopan . Sorted By: | Price - Low o High v Previous | Page: 1 of 54 | Mext | Al
FRjLiname: | de s 1200 % 41 %
L4
Faum 08108 ATL - 09:45a IND Nonstop 1h 35m 5274.96
FRjLiniiee: | de s 0300 W | 40 N @ Southwest e
W 03:05p IND = 08:00p ATL 1 stop RSW 4h 55m
Search by
u Shew all desails ~
08:10a ATL — 09:45a IND Monstop 1h 35m 5274.96
@ Southwest -
Drmert - Tr How 12 . 12:35pIND - 08:00p ATL 1stop SRQ 7h 25m S
L . Shaw all details
Depart 0530A-10:25P
L L
Barive QB:AT A - 12204 \ . Ac= o
08108 ATL - 09:45a IND Monstop 1h 35m 5280.56
@  Southwest —
Retum - Sun, Now 17 -~ 09:20p IND o 08:05a ATL 1 stop MCO 10h 45m
L L
Depart 0705 A-09.XP Shaw all details ~
. *
farive Q48 A - 0805 A
MR 7?58 ATI = 01-55n KD 1 =ton BACO Th 30m S7R3.96

*Any flights with a fare totaling more than $450.00 will have a small exclamation sign next to them. More on this on
the next page.

a Displaying: 539 out of 538 results
Sorted By: | Price - Low to High ~
ores e e v PE V) Previous | Page: 50 Hext | AlL

02:05p ATL - 11:30p IND 1 stop BWI Sh 25m

@ Southwest P\ 345216
12:15p IND ~ 09:35p ATL 1stop FLL 9h 20m

This fare requires approval

Shew all deits
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Booking a Flight

o After finding a flight you prefer, click on the blue “View Fares” button to see all available fare types for that flight
combo.
o From there, select the blue button showing the fare next to the Main Cabin option (or equivalent depending on
the airline).
o Please DO NOT book refundable fares. We are frequently able to turn any flights that have to be
cancelled into flight credits for future use thanks to our Direct Travel Team.

Air Fares over $450.00
o If the fare you are trying to select has a value of $450.00 or higher, a Pop-Up Box will be activated.

Travel Rule Triggered x

jance with the following ravel ruls(s):

Chosen:
[ost: sasa4s

box, and then click the “Save” button.
o This will allow you to continue setting up your booking as normal.

e Any Fares over $450.00 will be sent to the Music for All Travel Team for review. These flights will be booked
once approved by MFA.

After selecting your fare, you will be brought to the Review and Reserve Flight Page.
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Review and Reserve Flight

Trip Summary

) Review Flights
Flights Selected gh
s DERART K Thu, Now 14 - Atianea, G4 sianapels, I
- " N RETURN X Sun, Now 17 Indianapalis,
& Finalize Trip
Sun, Now 17 OZ0SpIND - 05300 REW

Enter Traveler Information

@ all ravelar in0em ason below is Cormece @

Primary Traveler Edit| Rewiaw all
same oo [ o G

Frequent Flyer Programs asda rrogram
er St

A

seat Assignment

am nce awailaibis Tor this Hight

Review Price Summary
Description Farc Taxes and Foes Charges

Total Estimated Cost: 827456
Tetal Due Now: 527455

APPLY TICKET CREDIT

sty canCeed Tickats (Rcknt credit) towand Bis Scuthwest DimCE CONNRCE booking. Seloct 3 maximwm. of twa

A Ticks:t Crndit

Method of payment

On this page, you can review to make sure you have the correct flights selected and that any relevant frequent flyer
programs are displayed.

Once you have confirmed that all information is correct. Click the “Reserve Flight and Continue” Button.

At this point, a Flight Reservation has been created, but your flight has not been booked yet.

Following the “Review and Reserve” page is another “Trip Details” page where you can double-check that you have
the flights you want. When done on this page, click “Next” at the bottom.
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Trip Booking Information Page

¢ On this page you can assign a name to your trip. This name will appear in your “Upcoming Trips” list on your
Travel Home Page.

¢ If you have an unused credit attached to your Concur Profile (you will see these on your Travel Home Page if
you have any) that is for the same airline you are planning to fly, you can include that unused credit number in
the “Comments for the Travel Agent” Box on this page. le, an American credit can be used on a future American
flight.

Trip Summary Trip Booking Information

)
(%) Finalize Trip

When done on this page, click “Next”.

ﬂnportant Note #1! \

o Ifyou select “Hold Trip” at the bottom of this page, you can create a hold on your reservation.
e A Hold will maintain your reservation for 1-2 additional days in case you need to confirm details before booking
your flights.

Important Note #2!

e Concur may ask you about setting up a rental car or hotel stay as part of your reservation.
e DO NOT ADD A RENTAL CAR OR HOTEL STAY TO YOUR FLIGHT RESERVATION.
o These items are prepared separately by the Events Team and do not need to be reserved through

k Concur.
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Trip Confirmation Page:

o The last page of booking a flight and an additional opportunity to review your selections.
o  Once done on this page, select the “Purchase Ticket” button at the bottom of the page.

o After hitting “Purchase Ticket”, one of two things will happen:
o If your fare was below $450.00, Concur will complete the booking and send a copy of your flight
itinerary to the email address linked to your Concur Account.
o If your fare was above $450.00, Concur will send a “Flight Request” to the Music for All Travel
Team for review and approval.

e You can confirm that you have finished this process and successfully booked your flight by checking that
you have “FINISHED!” displayed at the top of the page.

Finished!

Trip Summary

You have successfully booked your trip!

0 Finished! Trip Record Locator : X001SC

Trip on hold. Last time to send to agency is: 08/02/2024 12:59 am Eastern

This trip will be automatically cancelled if you do not complete it by that time.

This trip complies with your travel policy.

Your itinerary has been saved. Direct Travel (2B7E Alternate) will service your itinerary.

Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice.
Airfare must be ticketed by: 08/02/2024 12:59 am Eastern

After returning to your Travel Home Page, you will see any trips that you have booked, have a hold on, or that are
pending approval listed in the “Upcoming Trips” section of this page.
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