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Section 4: Make a Travel Reservation (Continued) 

Step 3: Select a Hotel 

How to…  Additional Information 

3.  If you selected the Find a Hotel option on the 
Flight tab, the hotel results appear after you 
choose your rental car. 

 You can sort the list of hotels by Preference, 
Price, Rating, Distance and Policy. 

Depending on your company’s configuration, you 
might be prompted to provide the hotel information 
if you are booking a roundtrip overnight stay without 
a hotel.   

 

To filter by hotel chain, , enter the chain name in 
the With names containing box next to the 
Sorted by box  

 To filter by multiple chains, in the Hotel chain box 
on right, click hide all and then select only the 
chains you want displayed. 

4. Use the filter options to narrow your search by 
Amenity or Chain. 

  

To filter by neighborhood, select the desired 
neighborhoods in the Neighborhood box on 
the right.    

 A map of hotels appears at the top of the page. 
Your company’s preferred hotels are indicated with 
pink dots. 

Click the more info link for a specific hotel to find 
more detailed information for the hotel. 

Click choose room to view room rates.   

  

When you are ready to reserve your hotel room, 
click the radio button next to the desired room 
type, and then click Reserve.  

 The Reserve buttons are color coded as follows:   
A green Reserve button indicates the hotel rate 

is within policy. 
A yellow Reserve button indicates the hotel 

rate is outside of policy. If you select this 
rate, you must enter additional information. 
Yellow buttons will not appear if your 
company uses Concur Standard. 

A red Reserve button indicates the hotel rate is 
outside of policy. If you select this rate, you 
must enter additional information and wait 
for manager approval. The trip will not be 
ticketed until it is approved.  

You will see a notification if a hotel is outside of 
policy. You can view the type of rate and room, as 
well as other information that is available from the 
agency system. 

A grey or yellow diamond indicates that the hotel 
property is company preferred.  

After clicking the Reserve button, the hotel 
confirmation page appears. 

Review the information on the Rate 
details/Cancellation policy pop-up window, 
click to agree, and then click Continue. 
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