How to Book a Rental Car from a Rental Car Only TraI
Template in TTE

If you make repetitive rental car reservations in TTE from the same vendor location, a reusable Travel
Template can be a big timesaver when booking a rental car from that same location.,.

Step 1:

CONCUR Requests Travel Expense Approvals App Center

Loginto TTE

Select the Travel Tab

Click on Templates

Click Edit on the template you wish to use

Travel ATangers Trip Library Templates ools
View Travel Templates

You may choose from one of these pre-defined trip templates to speed your booking process Simply select the trip you want to take. and Concur will use all the pre-defined travel information to book
your trip. If you travel to the same locations repeatedly. you may create your own template, or use one defined by your travel management staf

PERSONAL TRAVEL TEMPLATES -- WILLIAM NEVER

Template Namea Created by Descnphion
A Bock Car Reservation 31 HERTZ - Office HNever Wikar
¥ Bock Car Reservator-Herz-Apharefia Navar Wilker
o Bock Holel Retery afor 2 SARNNAH GA Haver Wiliam

COMPANY TRAVEL TEMPLATES

Tempiste Name Crested bya Descnption

e The template opens
e Click on Edit Car
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Travel

[S concur

Requests

Edit Travel Template

ke Name |(S90le LIe 3 Lroe T

Car Feseryaton Hert: Apharetta

Retuntabie orl; as taes

[ SRR o S I kv } |

Y = -
¢ Car Rental at Atianta, GA, United States of America (ATL) 2 nights v

Renting from  Hertz

Pick Up 930 AM

Pick-up at OF -rpy' C<Jl|o'\ ATLN3G,

10 AETTA HWY

Retum

Retuming to:  OFf A

Car Type ntermediate Car Automatic transmission Air conditioning
A = A e

¢ The information from the template displays. You now have the opportunity to edit any the

information from the previous reservation that needs to change. This could be the Car
Type, the Number of Days you want to rent the car and the Pick-Up Time and the

Drop-Off Time.

0 Note the vehicle size you chose previously any larger sized will default in a later step. If

you need to choose from all size vehicles, select Compact in Car Type.
0 NOTE: we are setting this template up to book a rental car from one specific vendor

location.
e Click Save

Edit Template S
CAR INFORMATION

Please enter details about this car

BRISIA

Car Company Car Type
Hertz -

Number of Days

Pick-up car at

Airport Terminal (@) Off-Alrport
OfF Arport Location
11030 ALPHARETTA HWY

al|| Search

Drop-off car at

Airport Terminsl (e Off-Airport
Of Airport Loc ation

11030 ALPHARETTA HWY A | |

Search

Flease estimate when you want your car. If you have a flight on the same day
as your pick-up or droj

f_we will automatically adjust the times to fit the flight
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e Click on Book Template

Edit Travel Template

Owner: | Me s
Template Name [Flease use 8 unigue name)
Car Reservation-Hertz- Alpharstta

Desc ription

Refuncable only sk fares i@

T e T

A Add Aur W Add Car le=; Add Hotel
@ Car Rental at Atlanta, GA, United States of America (ATL) 3 nights Edit Car | Remove Car
Renting from  Hertz
Pick Up .00 AM
Pick-up at Off Aurport Location (ATLN3G)
11030 ALPHARETTA HWY
ALPHARETTA, GA 30076
TT06421405
Retum 230PM
Retuming to:  Off Airport Location (ATLN36G)
11030 ALPHARETTA HWY
ALPHARETTA, GA 30076
TT06421405
Car Type Compact Car. A Air e g

+ Add Air ¥ Add Car l=y Add Hotel

Step 3:

The Run Template dialogue box opens
e Enter the Pick-Up date; the Drop-Off date will automatically based on the number of
rental days you entered. In step 2.

o Click Next
Run Template
Template Name: Car Reservation-Hertz-Alpharetta
Book for raveler | Wilir Newer v
# Sewchix e @  Car Rental at Atlanta, GA. United States of America (ATL)
Pk Up Retur: Renting from:  Herz
= = Pick Up: 400 AM
Pick-up at Off Airport Location (ATLN3G)
11030 ALPHARETTA HWY
ALPHARETTA, GA 30076
TT06421405
Retum 230PM
Retuming to:  Off Airport Location (ATLN3S)
11030 ALPHARETTA HWY
ALPHARETTA, GA 30076
TT06421405
Car Type Compact Car, Automati Airc
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Step 4:

¢ THE template will run and the reservation opens at the TTE Trip Summary — Select a
Car page of a new reservation with the vendor, location and available vehicles
displaying. Everything from this point forward is identical to the normal booking a rental
car process.

e Select the blue button for size vehicle you wish to reserve.

o In our example we selected Compact

[ You are cumeaty 10g0ed = a4 & test uses
[Bconcurn  Regmsts  Trvel  Cxpese  Approvals
Trip Summary e Lowest com ronis eveliable o e of Dooking. Contidering all easoneble sssocteted Tators waies: deivens -y
- mileage, et}
(W) Selecta Car Tiavel Inc. Online Suppont - for Concur Travel technical assistance dial B66. 138 6444
Pehup Mon, 10724/20%
Drop-of Thu, 1072772016 b
s e - - -
hange Car Search -
-ty
a1 Dinplay 1 ihers -~
Car Tranammsion
— etz Compact Car - §28.00 per day (Worldspa
A )
® S o]
f ¥ PR ~unbd
Pref 1 Vendor w
etz Intermediate Car - $29.00 per day
te a2l
Preterred Vendor | tate of G 2 | Eftec wpt Enabled @
ertz Full-size Car - $32.00 per day .
= v
Preteried Vendor t eongia | E Recopt Enabled @
Mertz Intermediate SUV - $562.00 per day fspar
s )
Preferred Vendor for State of (e 2 | EF pt [ nabled @
et Mini Van - $55.00 per day )
te ol
Preferred Vendor for State of Georgia o mpt Erabled @
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Step 5:

e The Trip Summary-Car Selected Review and Reserve Car section opens.
Complete the final pages of the reservation — remember you are NEVER finished until
you see FINISHED in big letters at the top of the page and you see the option to Return
to Travel Center at the bottom of the page.
0 Select Reserve Car and Continue

CONCUR Requests Travel Expense Approvals App Center

Travel AmTangers Trip Library Termplates Tocls

Review and Reserve Car

Trip Summary
o Skockad REVIEW RENTAL CAR
Hertz Car Rental
Pick-up: Mon, 1072472016
Drop-offt: Thu, 10/27/2016 Type Pick-up Drop-off
Compact Car Of-Airport Off-Airport
Features 0900 am Mon, 10/2472016 (0230 pm Thu, 10/27/2016

PROVIDE RENTAL CAR PREFERENCES
Your preferences and comments will be passed to the rental car agency

Inzluge shirack

ENTER DRIVER INFORMATION

Ensura the name balow matches the | D. you have with you on the day of pickup. §

Driver Edit| Rewew al
Name: Wiliam Never Phone: (404) 4630999 | crzgeraie@soo gagov ¥

Rental Car Agency Program Add a Program

No Program selected ¥

REVIEW PRICE SUMMARY
Description Daily Rate Dates Total
Hertz Car Rental $2800 Oct 24 - Oct 27 $119.84°
Total Estimated Cost : $119.84
Total Due Now: $0.00"

* Rentsl provicer's estimated amount. Exact fees unknown. Doss not in ede additional fees incurmed during time of ravel
* Remaining smount due &t rental locstion

Back Reserve Car and Continue

0 Click OK on pop-up box

9 REMINDER: Make sure you go all the way to the CONFIRM
BOOKING button at the bottom or your HOTEL and/or CAR
will be CANCELLED.
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Step 6:

0 The Trip Summary Travel Details page opens
o0 Review and click on Next

CDHCUR Requests Travel Expense Approvals App Center

Templates Todis

Travel Details

Trip Summary
(/) Finakze Wp TRIP OVERVIEW
T I"_'.“'. " iy | want t0... Trip Name: Car Reservation-Hertz-Alpharetta = Add to your itinerary
! sreasial Start Date: October 24 2016 e ) @ .
o grery = 4
William Never (Modified Ocfober 19 e sacee
Description: (No Descnption Avalable) a0
Agency Record Locator: LXJE2A
Reservation for: Wiliam Never
Total Estimated Cost: $119.84 USD Detnin
Monday, October 24, 2016
Hertz Car Rental at: Atlanta US (ATL)
Pick-up at 11030 ALPHARETTA HWY ALPHARETTA. GA, 30076 US
Phone 7706421405
Pick Up: 09:00 AM e Ocr 24 Confirmation: H09425391A5
Pekap st 11030 ALPHARETTA HWY ALPHARETTA GA Swts: Confymed
3007 = Frequert Guest Nurber (000CCU TSR
Musrber of Cars. 1 Rae Coce CR
'ﬁ,,—-&«.—,."‘ wassmenatl # aasantl ™ simanandl . "JJ'-J-’M-‘—J
i you close al this point your reservalion may be cancelled. Note: Any part of the rip that is instant purchase or has deposil required will nol be
canceled.

Step 7:

0 The Trip Summary Trip Booking Information page opens
o Enter a name for the trip including the dates of the reservation in parentheses
= Description is optional
= You will receive pre-ticketing and post ticketing emails at the email addresses
in your TTE Profile. You may send to additional email address in Send a
copy of the confirmation to: box. This is optional.
o Click Next

6|Page TeamWorks Travel & Expense System Version Date: 12/19/2016
Atlanta, Georgia 30334



CONCUR Requests . Experse Aporovals App Center

ravel Arrangers np Library emplates ools

Trip Booking Information

Trip Summary
Trip Hame
J | Finalize Tnp "-? wil Bppesr B yOUr DX D
* Em Iﬂpfll‘ol“mo'l e
e f e cocdator s @

Send my email confrmation as

® HTML | Fiainea

Please enter informabon about thes trip then press Next to finakize your reservabon. i you close at this point your reserv, nceled.
Note: Amy part of the trip that is instant purchase or has deposil required will not be cancelied.

£ = S B

Step 8:

0 The Trip Summary Trip Confirmation page opens.
o Review Trip Confirmation information and to make the reservation click on Confirm
Booking
= If you exit at this point and DO NOT select Confirm Booking you WILL
receive a Pre-Ticketing Itinerary but the reservation will auto-cancel in 24
hours.
* You must click Confirm Booking to reach the FINISHED page and to
complete the reservation.

[Fconcur  Requests Trawel Experme  Agprovas App Canter - ®

Arangerns Trip Libran Templates aols

Trip Confirmation

Trip Summary
—— To COMPLETE BOOKING, piease press the “Confirm Boolung”™ Bution after reviewing this page
(y/) Finalize Trip To CANCEL, press the Cancel bution

o He . Your desgnated tavel approver will recene & copy of your Mnerary.

: Submit Trip Confirmation
TRIP OVERVIEW

Trip Name: Car Reservation (1024 w 27)
Start Date: Cctober 24 2018

End Date: October 2T &
Crested: Cctcber 19, 2015, Willam Newver (Modfed October 19 2016
Description: iNo Descrption Avaitable)

Agency Record Locator: L824

Reservation for: William Never

Total Estimated Cost: $119.84 USD

Agency Mame: Travel Incorporated 52

RESERVATIONS

Monday, October 24, 2016

Hertz Car Rental at: Atlanta US (ATL)

P:n_p.w L\--..Frs-w"‘i"..r- ¥ ALPHARETTA, GA 3007& US
Phone TT0E421405

P-cl: Up 0! N AM 1 conrmuon HOB425291A8
oy B

MLPMARETTA s AL PHARETTA, G4, XO78 US  Simua Con
e Fracuent Gaest Mamber 0300

,"“-—‘"-——.‘f“‘" MM"";IMIHHIPM

Amost done.. Please confirm this Emerary.
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Final Step:

0 The Trip Summary Finished page opens and the reservation is complete!
o Click on Return to Travel Center to exit.
0 You should receive a Ticketed Itinerary email within 24 hours.

[[concur  Request:  Tewel  Experse

‘ ravel Astangers Trig Library Tenydaes

Finished!

Trip Summary
Yol rassdvation has been booked, but not yet processed. Tiaved Incorpotated will send you the final neary involcs once complated, It
youi cho not recelve your emall within 24 hours. plasse call the Travel Incorpormed Online Technical Support Deak at 1 866.718-6444 for
Finished! asistance

Trip Record Locator : LXJ82A

A copy of this itinerary has been sent 1o your travel 3
Your tnerary has boen saved. Travel Incomporated 521 wil service your itinerary
Preass Note: Fams o not guarantesd unhl e kets ar ssusd and e Mubpsct 10 changs without notes

Teavel Contact informaton

W you do not recerve an e-mad confirmation of your Rinerary within 24 hours please contact your ravel manage:

TRIP OVERVIEW

o State of Gecrpa

Trip Name: Car Reservation (10/24 wo 27)

Start Date: Cctober 24 2006

End Date: Cctober 27 2016

Created: Octobar 19 209 Wilkam Never (Modfed Octoder 19, 2018
Description: (N Descnption Avadable

Agency Record Locator: LXJE24

Resarvation tor: Wilham Naer

Total Estimated Cost 3119.84 USD

& i Agency Namve: Travel Incorporsted 521
RESERVATIONS
| wonday.octoverzaze |

Monday, October 24, 2076

@ Hertz Car Rental at: Atlanta US (ATL)
Pekup at 11030 ALPHARETTA HWY ALPHARETTA GA 3076 US
Phone: TTDRA21.408

Pick Up: 09:00 AM e
Friaup ot 11030 ALPHARETT,
Purde: of Cars | Preovert Guest Number J0CCCHITSS

Confirmation: HO3425381A5

WY ALPHARETTA G4 3 Sohs C

Reétum: 02:30 PM 7

Pturning 1 11230 & Pl

WY BLPHARETTA. G4 30078

Asamonal Detass
Fate 434 00 US0 Sady reda undeabedt il 471 00 USD) wetva hourly rule st rbe
Totad ke 511854 USD
Prone: TTOS1AS

Corporste Dt ount 2010623

Fertal Detady
ErEat | T | MISSONE BMPASRLER | AR £ OROREES

TOTAL ESTIMATED COST
Car

S119.84 USL

Total Tstmated Coat S149.84 50

Your maverary has been saved.
[ o I o |
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