ConcurGov Job Aid: How to Create a Hotel Reservation in ConcurGov

Purpose: To provide a step-by-step guide to create a hotel
reservation in ConcurGov.

Audience: Travelers and Arrangers

Note: TMC Fees are billed upon completion of reservations for Hotel Only

Information: Screenshot:

Step 1: Sign into ConcurGov.

Sign into ConcurGov using your username
and password.

Note: ConcurGov can be accessed
through the FEMA intranet or the
internet at
https://cge.concursolutions.com

Step 2: Enter your User Name. @ooncursoy

Enter your User Name and Password in
the User Name and Password fields.

e  User Name is your FEMA email
address
e Password is case sensitive

Click the Sign In box

Step 3: Click Travel Tab. Click on the

CONCURGOV Travel Authorizations Vouchers

Travel tab to make reservations.

Step 4: Click Reservations Type.

Travel Authorizations
!) Mew Authorization from Trawel

Select the Hotel Icon

() Add Travel to an Existing Autharizstion

£ w[=]e ©

Hotel Search
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https://cge.concursolutions.com/

Information: Screenshot:

Step 5: Click Temporary Duty Location

Click in the Temporary Duty (TDY)
Location window and enter your TDY
location.

Type the City you are going to and then
click the magnifying glass icon.

Note: You can search by Reference Point
or Agency Location

Step 6: Click Choose. . ;
Searching for location...

Click the Choose button
DENVER
& Locafions Found

Note: This example has multiple
locations with the city name of Denver.

If this happens click the dropdown to
select the correct location. =

Step 7: Validate Information inlSearch
Click in the calendar to select the

. Temporary Duty Location €3
arrival and departure dates.

{:}A.gency Location (:_i::uﬂefe:enoe point

e.g. 'Statue of Liberty”, "90210" or "Alexandnz, VA"
Then click Search [Denver, co. usa |n|
Note: You can search for hotels TOEFe Ivnlaesiun Pes]
by: |DENVER ~ DENVER COUNTY [»]]
. Ebectas checemtiae
e Airport ' i
H — ol - m—
® Agency Location Find hotels within| & | Distance Units | miles [ | |of
e Address () airport ) Address '
e Reference Point or Zip (OAgeney Losation (& Reference Point/ Zi
oge
COde Reference Point 7 Zip Code

e e e R e L
| Denver, co, uSA |

D With names cnnmiﬂing:i

[] add Another Hotel
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Information:

Screenshot:

Step 8: Review Map

The map will show you the
locations of the FedRooms
Properties.

CHECK-IN SUN, JUL 10 - CHECK-OUT WED, JUL 73

W onaaiE

<N 2 @ | Automatic . Sherml it
¥ e P94 ¥ ¥ Rocky Mountain Arsemal
Arvada Cornm_e_rcr'{nly x
- : U 7
s | Mountain View * i L
. : o Ot
Galden ), Wheat Ridge .
2 Edgewater 5 Y
RO P MONTCLAIR
- s }
ALVER
Lakewood o
/ Glendale
8¢ H
(4]
22
| aLosMiTH ]
) . ; o 9.
C L oy Englewood

Step 9: Click Choose

Click choose to select a hotel
room.

Note: The lodging amount is
The property is identified as a

FedRooms property by the star
under the location.

printed on the top of the screen.

I Lodging Per Diem limit for DENVER" $172.00 I

Displaying: 72 out of 72 results

<< Previous 123 Next>> | All

1. Holiday Inn Denver East Stapleto...

[ 3333 Quebec St e
“» & Denver, CO 80207 $1 16
g~ 4.89 miles | view map
rate this hotel
BT
*

more info | compare

choose room »

2. Holiday Inn Denver Cherry Creek

455 § Colorado Blvd

| Denver, CO 30246
h 93.38 miles | view map

rate this hotel

from

$129

*

more info | compare

choose room»

3. Hampton Inn & Suites Denverl...

4150 E Kentucky Ave
Glendale, CO 80216
93.86 miles | view map

rate this hotel

from

$172

more info | compare

|

Step 10: Click Hotel room

Click the radio button for the
FedRooms rate, whenever
available. Then click the Select
button.

Note: FEMA employees should
always select both a FedRooms
Property and a FedRooms rate.

3. Hampton Inn & Suites Denverl...

4150 E Kentucky Ave
Glendale, CO 80216
3.86 miles | view map

rate this hotel

from

$172

i
(2]
* more info | compare hide rooms »
[—
2479 o i i i, Frea Wid Rate Code: AISAZK) (Apolic) A
5172 » 2 Queen Bads jking Hdtw Free Wi Fridge Microwave (Rate Code: ADJAZI) [Apolio)
W
24 Includes Hot Breakfast Wifi. 2 Queen Bads Nonsmoking Hatv Free Wi Fridge h (Rste Code: ADJAL) (Apall)

Rate details / Cancellation policy
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Information:

Screenshot:

Step 11: Review and Reserve
Hotel

Review the Hotel location and
dates.

Review and Reserve Hotel

REVIEW HOTEL ROOM

Hamptaon Inn & Suites Denver/Cherry Creek

Fedrooms 2 Queen Beds Nonsmoking Hditv Free Wi-fi Fridge Microwave
3 Nights | 1 Guest*

Check-in Check-out Address

Sunday, July 10, 2016 ‘Wednesday, July 13, 2016 4150 E Kentucky Ave
Glendale, Colorado 20216
United States

hatel check-in

* Wa reserve every hotel room for 1 guest only, regsrdiess of the number of actual travelers sharing the room. The primary traveler's name is sttached to the resarvation for

Step 12: Review and Reserve
Hotel (cont.)

Review the Guest Name,
summary of the cost, and the
default payment method.

Note: If the traveler has an
Individually Billed Account (IBA) in
their profile, this payment
method will be the default.

ENTER HOTEL GUEST INFORMATION

Ensure the name below matches the 1.D. shown on the day of check-in. @

Hotel Guest
Name: DOUG T WILLIAMS ~ Phone: 540-2222222  |soug wilisms@fema trining gov| ||

Hotel Program Add a Program
Ho Program sslecizd | v |

REVIEW PRICE SUMMARY
Description Nightly rate Dates Total
Hampton Inn & Suites Denver/Cherry Creek $172.00 Jul 10 - Jul 13 $516.00
N Total Estimated Cost : $516.00*
Total Due Now: $0.00™

* Does not include taxes or sdditiona| fess incurred during time of stay.
** Remaining amount due st hotel location.

ISELECT A METHOD OF PAYMENT]

[The credit card you select will be held to canfim your reservation. [fou will not be charged in full until your hotel stay

\BA:.-H‘.':]’!“G Edit | Add credit card

CBAs sre indicated by an ssterisk ()

Edit | Review all

Step 13: Review and Reserve
Hotel (cont.)

Check the box to agree with the
Hotel rates, then click the Reserve
Hotel and Continue button.

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hofel.

Hampton Inn & Suites Denver/Cherry Creek

Please review the rate rules and restrictions before centinuing.

The hotel provi the ing i ion:

TOTAL RATE: 59134 USD
EXTRA PERSON: 1000 USD ROLLAWAY ADULT CHARGE
EXTRA PERSON: 1000 USD CRIB CHARGE

I[l “I sgree to the hotel's rate rules, restrictions, and canceliation polir.yl

Back Reserve Hotel and Continue I
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Information: Screenshot:

Step 14: Travel Details Travel Details

Be sure to book your hotels through Concur Travel to get access to the FedRoom rates.

Review your travel details.
TRIP OVERVIEW

. I want to... Trip Name: Hotel Reservation at DENVER, CO, USA (=ain Add to your Itinerary
Note: Changes can be made to ey Shcat ka1 516 0.
this itinerary. End Date: July 13, 2016 = =

Created: June 28, 2016, DOUG WILLIAMS (Modified: June 28, [ © ==
2016}

Description: (No Description Available) (=dit)
Agency Record Locator: MMCM4H
Reservation for: Doug Williams

Total Estimated Cost: $591.34 USD (Details)

Step 15: Hotel Reservations RESERVATIONS

. Hampton Inn & Suites Denver/Cherry Creek Change | Cancel
Click the next button. 4150 E Kentucky Ave

Glendale, Colorado, 30216
303-692-1800

Checking In: Sun Jul 10 Confirmation: 82436489
15.00 Status: Confirmed
Room 1, Days 3, Guests 1 Rste Code: ADJAZI

Checking Out: Wed Jul 13
11:00

Additional Information
Deily Rate: $172.00 USD Totsl Rate: $501.34 USD

Room Details

Room Description: RoomDescriptionCodeADJAZ!

Caneellation Policy

Csncallstion Fees may spply
4Pm Cancel Day Of Arrival

o Add to your Itinerary

TOTAL ESTIMATED COST

Hotel: $591.34 USD
Total Estimated Cost: $691.34 USD

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

cancelled.

Step 16: Trip Booking Information Trip Booking Information

The trip name snd description are for your record keeping convenience. If you have any spacisl requests for the travel agent, plesse enter them into the sgant comments section.

Select the Trip Purpose, Then s it appear iy pcorming b L. et b by o i
Click Next Hotel Reservation at DENVER, CO, USA iHniE\ Reservation at DENVER, CO, USA
Comments for the Travel Agent (optional)
. i Specisl Requests may incur 2 higher service fee Send & copy of the canfirmation to: )
Note: The Trip Name and Trip ‘ ‘\
Description fields should tell the i
story of the trip for your
H 11 Trip Purpese [Required]
Approving official. e P =

e Display Trip will take you
back to the trip details

screen Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

e Previous takes you to the
previous screen

o Next takes you to the
next screen

e Cancel will cancel your
reservations

Creating a Hotel Reservation - Version 1.0 (06/28/2016) 5



Information:

Screenshot:

Step 17 Trip Confirmation

Review the Trip Confirmation
page.

Trip Confirmation

To COMPLETE BOOKING, please press the "Confirm Booking” Button after reviewing this page.
To CANCEL, press the Cancel button.

After you complete this booking, it will be reserved, however it will not be ticketed until approved by your agency.

TRIP OVERVIEW

Trip Name: Hotel Reservation at DENVER, CO, USA

Start Date: July 10, 2016

End Date: July 13, 2016

Created: June 28, 2016, DOUG WILLIAMS (Modified: June 28, 2016)
Description: Hatel Reservation at DENVER, CO, USA

Trip Purpose: TRAINING

Agency Record Locator: MMCM4H

Reservation for: Doug Williams

Total Estimated Cost: $591.34 USD

Agency Name: Concur Government Apollo

Step 18: Review Rates (cont.)
Click the Confirm Booking button

Note: By clicking the confirm
button the system will take your
information and create your
Authorization.

RESERVATIONS
Sunday, July 10, 2016

@ Hampton Inn & Suites Denver/Cherry Creek

4150 E Kentucky Ave
Glendale, Colorado, 80216

303-692-1800

Checking In: Sun Jul 10 Confirmation: 32456489
15:00 Stsius: Confirmed
Room 1, Days 3, Guests 1 Rate Code: ABJAZI

Checking Out: Wed Jul 13
11:00

Additional Information
Daily Rate: $172.00 USD Totsl Rate: 3581.34 USD

Room Details
Room Deseription: ReomDescripionCodeAlJAZI

Cancellation Policy

4Pm Cancel Day Of Arrival

®
TOTAL ESTIMATED COST

Hotel: $591.34 USD
Total Estimated Cost: $591.34 USD

Display Trip =< Previous | Confirm B:

Almost done... Please confirm this itinerary.

You have successfully completed a Hotel Reservation in ConcurGov!
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