VIEWING AVAILABLE SEATS WHILE CREATING A RESERVATION

How to Change or View Available Seats for Airline
Reservations

After entering your search information, locate the flight you are interested in and click on
Show Fares or Show Details for that item.
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More detailed information regarding the flight will appear. The seat icon appears if the
chosen airline allows access to view seats before booking the trip. Each airline has its
own requirements for viewing available seats.

Click on the seat icon for the Outbound or Return to view available seats for each
segment of your trip. Remember, if this is available at this point, it will be to view
available seats only and not to select a specific seat.
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Shop by Fares ” Shop by Schedule

Sorted By: | Policy - Most Compliant ¥

Travel Inc. Online Support ~ for Concur Travel technical assistance dial 866-738-6444.
Expand All Details
Displaying: 20 out of 121 results. &

Price Carrier

<< Previous 1 2 Next >> | All

Depart Arrive Stops Duration
$428.33 A Delta ATL 1L20am =¥ DCA 01:02 pm 0 1h 42m
DCA 03:00pm =¥ ATL 04:56 pm 0 1h 56m
Compare » ’?[.: [.: More like this + Hide details A

Outbound flight: Atlanta, GA (ATL) - Washington, DC (DCA) Mon, May 4

Hartsfield Intl Arpt (ATL) Ronald Reagan National... (DCA)
A Delta Depart: Monday, 11:20 am Arrive: Monday, 01:02 pm
#0150
Stops: 0 Duration: 1h 42m  Economy: U McDennell Deuglas MD-90
=
Return flight: Washington, DC (DCA) - Atlanta, GA (ATL) Wed, May 6
Ronald Reagan National... (DCA) Hartsfield Intl Arpt (ATL)
A Efg;g Depart: Wednesday, 03:00 pm Arrive: Wednesday, 04:56 pm
Stops: 0 Duration: 1h 56m  Economy: L Airbus Industrie A319
=

Delta - (Worldspan)
Fare Rules
Ticket non-refundable - penalties may apply
Change fee likely applies (plus fare difference, see fare rules)

Your compary credit card will be used to purchase this trip.

Hide details A

Please note the Seat Map legend to determine which seats are available.

Seat Map

ADELTA

Delta Flight: 0150 McDonnell Douglas MD-90
Hartsfield Intl Arpt (ATL) - Ronald Reagan National Arpt (DCA)
05/04/2015
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[0 Available seat [ Occupied seat Il Preferential seat: B Exit row

¥ Selected Seat

Preferential seating is not generally available for discounted fares, or travelers without higher levels of
freguent fiyer status @

Seat assignment is subject to change up until time of departure

M Leave vacant or assign last seat

Close

2|Page TeamWorks Travel

State of Georgia

& Expense

Version Date:

06/19/17



Click the Close button in the upper right corner.
Click the seat icon on the next segment of your trip to view available seats.

IMPORTANT NOTES: Each airline has its own requirements for seat requests and some
airlines may not make viewing or requesting seats available. If you are unable to request a seat
during the TTE reservation process, go to the airline vendor’s website to make your seat
request. At any rate, seat assignment is subject to change by the airline.

SELECT OR CHANGE SEAT WHILE RESERVING THE FLIGHT

After completing your search and clicking Select to choose a flight itinerary, the Trip
Summary; Review and Reserve Flight page displays.

You will automatically be assigned a seat based on the entry you made in Travel
Preferences in your TTE Profile. You can click on the View seatmap link to view
available seats at this point, but you cannot change it from the Review and Reserve
Flight page.

[ concur Requests  Travel Expense  App Center

Profile - &

Review and Reserve Flight
REVIEW FLIGHTS

Trip Summary

Flights Selected

Round Trip

% - Washi c
ATL-DCA DEPART Mon, Sep 11 — Atlanta, GA to Washington, D Hide details
Depart: Mon, 08/11/2017
Retum: Thu, 08/14/2017 Mon, Sep 11 11:06a ATL 12:49p DCA 1h 43m Delta 150
Airbus Industrie A321
RETURN ¥ Thu, Sep 14 — Washington, DC to Atlanta, GA Hide details
Thu, Sep 14 04:15p DCA 06:15p ATL Zh 00m Delta 1963

——— Airbus Industrie A321

ENTER TRAVELER INFORMATION

Ensure all traveler information below is comect.

Primary Traveler Edit| Review a
Name: Wiliam Mever Phone: (404) 483-0000 | dfizgerald@sacgagoy ¥

Frequent Flyer Programs add s Program
For Dela
Dela—20B5T41425 ¥

SEAT ASSIGNMENT

Seats will be automatically selected based on your profile preferences and can be changed on the Travel Details pages or any time after booking is

e

Next you must reserve your flight choice by clicking on Reserve Flight and Continue.
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REVIEW PRICE SUMMARY

Description Fare Taxes and Fees Charges

Airfare 5418.00 550.75 5477.75

Total Estimated Cost: $477.75
Total Due Now: S477.75

METHOD OF PAYMENT

This purchase will be charged to your company directhy.

& This is a Non-Refundable Ticket

Carrierrules vary. Highly restrictive fares may resultin no ining value for ions or allow i seats.

Click on *fare rules and restrictions’ link BEFORE reserving. To continue, click "Reserve Flight and Continue

By completing this booking, you agree to the fare rules and restrictions and hazardous goods policy.

Back Reserve Flight and Confinue

The Travel Details section of the Trip Summary page now displays:

CONCUR Regquests Travel Expense App Center .
Profile -

Trave Trip Library Templates Tools

T Travel Details

@ Finalize Trip TRIP OVERVIEW

Review Travel Details

Enter Trip Information | want to... Trip Name: Trip from Atlanta to Washington [Sd Add to your ltinerary
Submit Trip Confimation Print Hinerary

E-mail inera

Start Date: September 11, 2017 @ Car e Hotel
End Date: September 14, 2017 - B

Created: June 19, 2017, Wiliam Never (Modified: June 13, 2017)
Description: (Mo Description Available) (Tdy

Agency Record Locator: MY JFQY

Passengers: Wiliam Mever

Total Estimated Cost: 5477.75 USD [Detsils)

Airfare must be ticketed by: 06/20/2017 11:00 PM
Eastern

Scroll down to view Reservations for each segment of your flight.

At this point you will be able to see the seats selected for you for each flight segment
AND may change your assigned seat.

To change your seat click on the Change Seat link.
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System selected
seat ATIONS

sptember 11, 2017

‘\ Flight Atlanta, GA (ATL) to Washington, DC (DCA) Cancel sl pir

Delta 150

Departure: 11:06 AM Confirmation: GCRTUA

Seat: 21C+# Change Seat Status: Confirmed _ o
Harisfiekd Infl Arpt (ATL) Air Freguent Flysr Number: DL-20B5741425
=rminal: 5

Duration: 1 howr, 43 minuies
Monstop

Arrival: 12:49 PM Click to CHANGE or

Ronald Reagan Mational Arpt{DCA)

Terminal: B SELECT a seat.

Additional Details
Aircraft Airbues A321
E-Tickst

Cabin: MAINCABIN (L} Meal: Mo Meal Served

° Add to your Itinerary

Thursday, September 14, 2017

#N Flight Washington, DC (DCA) fo Atlanta, GA (ATL) Cancel sl A

The Seat Map opens. The system selected seat below Available Flights and appears as
a red-orange box with a person icon on the Seat Map itself.

Review the Seat Map legend to determine which seats are available. Click on the
available seat you would like. Some airlines require you to be a member of a frequent
traveler program to reserve some of the seats. The Statewide Travel Policy does not
pay for any seating with an additional fee.

Click on Change Seat to change the seat.

& Seat Map - Google Chrome — [m] * \_

@ Secure | https://www.concursolutions.com/twPopup/popup_seatmap.asp?airv=DL&fltnum=1508bic=| &startdt=9/11/2017%2011:06:00° &

Seat Map

Auzilable fights

[oUisoamoca v | E
L 21c

Delta #150, Airbus Industrie A321, Hartsfield Intl Arpt (ATL) - Ronald Reagan National Arpt (DCA)
Seatassignmentis subject to change up unil fime ofdeparture

B Available | Occupied or Unavailable [ selected “ Exit row No seating @&
B Preferential e " Preferential
ﬂ Paid preferential g .-: Paid preferential
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Click on the dropdown in Available Flights to change seats for any other segments of
your flight itinerary and proceed with the same process as above. When done, click
Close

@ Secure | httpsy//www.concursolutions.com/twPopup/popup_seatmap.asp?segnum=1&baaokforid=gWiOcUG29QGGOKrSI5USsccZxrf0Zul: &

Seat Map

Auzilable fights

|oLizoaTLoce v | @

DL 150 ATL-DCA

DL 1963 DCA-ATL

MWW

Click on Next and complete the reservation.

CHANGING A SEAT AFTER RESERVING A FLIGHT AND IT APPEARS UPCOMING
TRIPS

From Upcoming Trips on the Travel tab or if available in My Trips on the Concur Home
page, click on the reservation name with the flight you wish to change seats for.

concun Requests Travel Expense App Center
Profie - B

Travel Trip Library Templstes Tools

2 Travel Alerts
4+ = = O
© Tripit creates = = cessible on Android or iPhone
Flight Search Simply connect yo
[ mounamip [ onewvey | Mutti City | € You haven't signedlll to receive e-receipts g Sign up here

From ) Company Notes
[ ATL - Hansfeid ind Arpr- At GA |
Frdanaman | Eaiest ultms ames Trip Name/Deseription Status Start Date End Date Action

Upcor fips | Remous Trips

Togs
| Aurrival city, sirport or frain stafon ip from Atlanta to Washingion (0011 1o 14) (MY JFQY)

=k Trij o o P P P
. i | Tining Confirmed 081120 CB1420 Cancel Trip

The Travel Itinerary opens. Scroll to the flight segment you wish to change the seat for.

Click on the Change Seat link.

RESERVATIONS

Monday, September 11, 2017

‘, Flight Atlanta, GA (ATL) to Washington, DC (DCA) Cance il fir

Delta 150

Departure: 11:06 AM Click to CHANGE or R7uaA

Seat: 250+ Change Seat - I
S SELECT a seat. r: DL-2085741425

Terminal: 5

Dwration: 1 howr, 43 minuies
Monstop

Arrival: 12:49 PM
Ronald Reagan Mational Arpt{DCA)
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The Seat Map Opens. The previously selected seat appears below Available Flights
and appears as a red-orange box with a person icon on the Seat Map itself.

Review the Seat Map legend to determine which seats are available. Click on the
available seat you would like. Some airlines require you to be a member of a frequent
traveler program to reserve some of the seats. The Statewide Travel Policy does not
pay for any seating with an additional fee

Click on Change Seat to change the seat.

- O x

| @ Secure | https://www.concursolutions.com/twPopup/popup_seatmap.asp?airv=DL&ftnum=1508numseats=1&bookforid=gWiOcUG29C &

| Seat Map

L31D Aisle zeat

Delta #1963, Airbus Industrie A321, Ronald Reagan National Arpt [DCA) - Hartsfield Intl Arpt (ATL)
Seatassignmentis subjectio change up untl ime of depanure

.Available Occupied or Unavailable E Selected % Exit row Mo seating &
| Preferential e  Preferential
ﬂ Paid preferential g * Paid preferential

Click on the dropdown in Available Flights to change seats for any other segments of
your flight itinerary. When done, click Close.

Seat Map - Google Chrome = O X

& Secure | https://www.concursolutions.com/twPopup/popup_seatmap.asp?airv=DL&fltnum=1963&bic=K&startdt=9/14/2017%204:15:

Seat Map

When finished changing seats, scroll to the bottom of the Trip Overview section of the
Trip Summary and click Return to Travel Center.
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| Retum fo Trawvel Center

Your reservation has now been updated for the seat change.
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