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Concur Reservation Job Aid for Participants/Fellows 

Once your trip has been fully approved, please use this Job Aid to book your travel 
reservations in the Concur Travel Module.  

To get to the Concur Travel module, log into Zintellect - CLICK HERE select View Travel on 
your participant dashboard, then select Go to Concur.  

 

 

 

 

You will automatically be taken to Concur’s homepage.  

 

https://www.zintellect.com/
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Click on Requests, then find the trip that you are ready to book travel for. If the trip has been fully 
approved, the Request will show as Ready to Book. 

 

Click on the Request, and then choose Book Travel.  

You will be taken to the Travel module in Concur to make your travel reservations.  

IMPORTANT TIP:  Be sure to review the Company Notes for helpful information. 
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Before you get started, make sure your profile is up to date. You will not be able to move 
forward until this is completed.   

Click on Profile and then Profile Settings and complete the Required fields. 
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Next, select your Traveler Type. You will select Participant Travel. 

From the icons provided, select plane/train   icon tab, where you can book air, train, 
car rental or hotel in one reservation.  If you are booking only car rental, hotel, or train, 
select the appropriate icon tab. 

 

The grey question marks provide quick help if you need it.  

 

 
Next, select either Round Trip, One Way or Multi-City. 
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Add the trip origin (From) and destination (To) and the departure and return dates. (This 
information may pre-populate from your Request).  
 
If you need help finding the airport, select find an airport.  
 
If you need a car rental, select Pick-up/Drop-off car at airport and automatically reserve 
this car. 
 

 

If you need a hotel, check the Find a Hotel box and search using one of the reference points 
listed and the range (miles) you want to search.    

Next hit the Search the button. 
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The top part of the page will display a matrix of the carriers with flights available from your 
origin to destination, with indications of Nonstop, 1 stop and 2-stops.  

 

Choose your flights, but keep in mind, you must select the lowest fare available within 
reason.   

Select the View Fares  button. 
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The system will provide a review of the booking as well as the price and the ticket rules.   

When you are ready to Book, select the Reserve Flight and Continue button 

 

The next page will display your trip summary. 
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On the left (note the Car reserved) and the allowance for lodging and Meals & Incidentals 
on the right.   

*It is important to stay within the allowable rates available for government-funded travel.   

* If you are lodging in a different city from your airport destination, the location for hotel 
per diem will need to be updated to city of lodging. 

 

The next page (top) will display a map of the area with the lodging locations available.  You 
may click on the numbers to display the hotel info. 
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The bottom of the page will display the available hotels by price.  Please note the mileage 
from the selected area and the star rating.   

For details, click View Rooms 
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Review the information provided and select Reserve Hotel and Continue button
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At this point, you will receive a full review of your booking.  If in agreement, select the 
Next>> button and follow the prompts to complete the process.  Make sure you complete 
all steps. 

Once the ticket has been issued, you will receive a confirmation email from our travel 
agency along with your e-ticket.   

 

If booking airfare, hotel or car rental separately, click on the appropriate icon, fill in the info 
and click the Search button. Follow the prompts for the specific mode of transportation to 
book your reservation.  

 

 

 

 

 

 

 




