Booking Travel

Objective: This section will go over how to make travel arrangements in Concur.

PPPL policy requires that a Travel Request must be entered and approved in Concur prior
to incurring any travel expenses.

PPPL recommends that all travel arrangements are made at the same time within the same
itinerary. If unable to make all travel arrangements at the same time, follow steps — to add
segments to an existing travel itinerary.

& . . . . .
Note: Concur Travel is an online tool that creates the reservations. The reservations will

- enter a ticketing queue and Graycar Travel will process the ticket/invoice within the next 24
hours.

- Note: Update your Concur profile with your Date of Birth and gender. This information is
~* needed in order to comply with TSA’s Secure Flight program, and will be required when
booking flight arrangements.

1. Click on the Travel tab on the top of your home screen.

SAP Concur Requests Travel Expense Approvals

SAP Concur

Contact ConcurSupport@pppl.gov for additional questions



Booking Travel Arrangements @ PPPL

2. Select the travel arrangement you wish to book, and enter the relevant search information.
Point-to-Point
Car Service

Car Rental Hotel

Flights

TRIPSEAR Train (Amtrak)
=" ([ /
AIHEE

Mixed Flight/Train Search

| Round Trip | Cne Way | Multi City |

From g

’EWR - Mewark Liberty Infl Airport - Newark, MJ ]
Find an airport | Select multiple airports

To g
’.ﬂ.rrhral city, airport or train station ]
Find an airport | Select multiple airports

Book flights

Book Car Rental

Book Hotel

Book Point-to-Point Car Service

Book Train

Contact ConcurSupport@pppl.gov for additional questions SAP Concu r E



Booking Travel Arrangeme

Book flights

1. Enter the Departure ' and Arrival 2 Airports, Departure ® and Arrival # Dates, and the
estimated travel times ° that are best suited to your schedule.
2. The system will look for a suitable flight within a 2 hour window © of your estimated travel

times.

3. Select these options to book the car rental and hotel reservations 7, as needed, after the
preferred flights have been identified.

4. After entering all of the search criteria, click on the Search button.

4 === 2

Mixed Flight/Train Search

| Found Trip | One Way | MMulti City |

|| specify a carrier (7]

SAP Concur E

Contact ConcurSupport@pppl.gov for additional questions
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5. Concur will identify the available flights based on your search criteria. Choose the
appropriate flights that best suit your needs and are within compliance with PPPL policies.

Note: A matrix is shown with available flights by airlines and the number of stops'’
* You can filter out flights based on the number of stops.
» PPPL policies require travelers to take the lowest available airfare regardless of
airline. Higher airfare due to personal preference on airlines is not allowed.
NEWARK, NJ TO SAN FRANCISCO, CA Showas [UsD- v |
Trip Summary SUN, JUN 14 - FRI, JUN 19
@ Select Flights or Trains (ﬁde matrix  Print / Emal \
Round Trip A ﬂ \\, fetBie &
EWR - SFO All Delta United American Alaska JetBlue Multiple
Depart: Sun, 06/14/2020 e reeults Alrlines Airlines
Return: Fri, 06/19/2020 1
Nonstop _ 345.56 _ _ _ 655.22
15 results 12 results 3 results
Selecta Car Remove
o 3 D 1 stop 334.96 417.68 351.56 384.70 401.20 o
ick-up: Sun, 203 results 52 results 101 results 35 results 6 results 9 results
Drop-off: Fri, 06/19/2020 \ j
Calant 2 Lintal N Shop by Fares Shop by Schedule
Y

~ Note: A flag will appear if the flight option is outside
~ 4 view the exception.

of PPPL policy. Hover over the flag to

11:00a EWR - 02:02p SFO Nonstop
N United

03:30p SFO € 12:21aEWR  Nonstop

Least Cost Logical Fare

6h 02m $345.56

View Fares

5h 51m

Price reflects company discount

Show all details v

Warning x
: 08:00a EWR 351.56
. Amgrlcan This option triggers one or more company travel rules. $
Airlines 01:12p SFO 1 We will log this choice if you choose to purchase it. &
lep A\ This fare is out of policy because it is not the lowest
fare. & reflectsfeompany discount
) Show all details +
Py 09:00a EWR —» 02:30p SFO 1 stop CLT 8h 30m $351.56
.
AINES  1:12p SFO  11:58p EWR 1 stop CLT Thaem A

Price reflects company discount

Show all details +

Contact ConcurSupport@pppl.gov for additional questions

SAP Concur E
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5. To select a flight option, click on “View Fares” to see the available fares for that flight
chosen.

. Note: Fares with a green check mark' shows that the fare is within PPPL compliance. If you

- are choosing a fare with a yellow flag?, you must provide a valid business justification®.

08:00a EWR - 12:13p SFO Nonstop 6h 13m $345.56
® United "
. . Hide Fares
03:30p SFO € 12:21a EWR  Nonstop 5h 51m
Price reflects company discount
Least Cost Logical Fare Hide all details ~
DEPART # Sun, Jun 14 — Newark, NJ to San Francisco, CA Hide details ~
Sun, Jun 14 09:00a EWR - 12:13p SFO 6h 13m United 732 View seats
Boeing 777
RETURN % Fri, Jun 19 — San Francisco, CA to Newark, NJ Hide details ~

Fri, Jun 19 03:30p SFO C 12:21aEWR 5h 51m United 2044 View seats
Lands Sat, Jun 20 Boeing 757-200

Fare Options Free Checked Bags Refundable

$34556

Economy (G) 1 b

Rules Benefits/Services g 3

Business (P)

Rules View: United No 2 & b 8

Economy Flexible (M} Yes o
Rules  Benefits/Services 0 Fees may apply & $1,488.52

View more fares

Amadeus

Travel Rule Triggered x

This flight i not in compliance with the PPPL Travel Policy:

m»

& This fare is out of policy because it is not the lowest fare.

3 Flease choosze the reason for selecting this travel option. If more than one reason applies, choose the most
applicable. This reason applies fo this entire frip.

| — Please Choose a Reason — v

Please provide a justification on your flight selection. Ensure you have = legitimate reason to deviate from in
policy opfions as PPPL may not reimburse out of policy trips.

Mote: We will log the available flights that are in compliance with PPPL policy which you did not choose.

The selected fare was: §1388.28
least cost logical fare was:$345.56

Chosen:

Cost: §1358.28

Qutbound Flight

uNITED ] 732 Newark Liberty 06/14/2020 San Francisco 06/14/2020 Boeing
Intl Airport (EWR) 9:00 AM Airport (SFO)  1213PM 777

Return Flight:
. . - -

SAP Concur C

Contact ConcurSupport@pppl.gov for additional questions
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3 9)PPPL

Some flights will have a red flag next to it which implies that this flight option is not allowed
per PPPL policies.

» Basic economy fare- These fares are very restrictive in that they cannot be
reused/changed if your trip is cancelled, there are no seat assignments, and no
overhead bin space. The Travel Office does not recommend purchasing these fares
due to the significant restrictions that my be impactful to business travel.

 International flights that do not comply with Fly America Act-
Review the Travel Website for details on Fly America Act.

07:00a EWR - 10:25a 5F0O Nonstop 6h 25m
Alaska 0 Not Allowed

AIliNes  05:00p SFO € 05:49aEWR 1 stop LAX 9h 49m

Show all details ~

6. After selecting your flight and the appropriate fare, review the flight information, select your
preferred seats, and choose your method of payment.

" Note: Choose *PPPL CORPORATE UATP* ' to direct bill the airfare to PPPL. You may use
your personal credit card to pay for the airfare and request reimbursement when you return

from your trip. However, reimbursement is not guaranteed if the trip is cancelled.

REVIEW PRICE SUMMARY
Description Fare Taxes and Fees Charges
Airfare $325.36 520.20 $245.56

Total Estimated Cost: $345.56
Total Due Now: $345.56

SELECT AMETHOD OF PAYMENT

Select UATP for PPPL Prepaid Airfare.

Select personal credit card or PPPL Travel Card for all other bookings.

How wauld you like to pay?
1 | PEFL CORPORATE UATP* (0010} v |@f Add credit card

* Indicstes credit card is a company card

/A\ This is a Non-Refundable Ticket
Customers holding NON-REFUNDAB
year following the DATE OF I1SSUE (READ THE FARE RULES to be cerain this applies). Resenations MUST be cancelled by the intended (onginal) departure day, or

E type tickets may USUALLY cancel their journey, and reuse these tickets to any destination in the carrier’s system, within one

tickets will be void and have NO value for future use. These rules apply to DOMESTIC ticketing only.

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

Reserve Flight and Continue

SAP Concur |C

Contact ConcurSupport@pppl.gov for additional questions



https://travel.pppl.gov/before-you-go/fly-america

Booking Travel Arrang

7. Concur will bring you to the booking page of the next segment (car rental / hotel) if you
elected to make these travel arrangements in step 3. Follow the steps in Book Car Rental or
Book Hotel. Otherwise, you will be brought to the Trip Overview page and you have the
option to add additional segments (car rental, hotel, or point-to-point ground transportation)’
to this itinerary.

Travel Details

Trip Summary
o _ RIP O
@ Finalize Trip

Review Travel Details | want to... Trip Name: Trip from Newark to San Francisco (=4 Add to your Itinerary

Enter Trip Information Frint Hinerary Start Date: June 14. 2020

Submit Trip Confirmation Emaifinesary ) e Hate

= End Date: June 18, 2020 = e
Created: a Ground 1

Description: (Mo Description Available) =47

Agency Record Locator: SWPTFV Booked outside Concur? Enter your trip
Passengers: Kar Yee Chang manuzlly, CONNECt With Tripk, or send your

itinerary to plans@concur.com.
Total Estimated Cost: $345.56 USD (Detzis)

8. Continue to Finalize Itinerary to confirm your reservation.

Book Car Rental

1. Enter the Pick Up Date and Time ', and Drop Off Date and Time?. Enter the location?
where you plan to pick up the rental car.

R — BN = =

& . .
. Note: If you continued to this step

)‘_\ aftel' Choosing your ﬂlghtS, thlS PPPL Paolicy allows up‘Ifghrrclldeeflzeflnlenﬂedlale sedan

information is completed for you When renfing within the configuous Uniled Stales, liability
. and collision insurance is included in the daily rate for
based on the ﬂ|ght(s) Chosen for the Princeton-preferred car rental companies. Minimum collision
auto liability insurance must be purchased for all
tr|p intem ational rentals, or in the U.5. only_il you are renting
- from a non-prefemed provider.

Car Search

® Airport Terminal (5] Off-Airport ~;

Please enter an airport.

|| Return car to another location

™ More Search Options

e
SAP Concur E

Contact ConcurSupport@pppl.gov for additional questions



Booking Travel Arrang

2. Concur will identify the available rental cars based on your search criteria. Choose the
appropriate car' that best suit your needs and are within compliance with PPPL policies.

" Note: A matrix is shown with available car by rental car companies and car types?.

* PPPL policies require travelers to use the most economical rental car class, up to
intermediate/mid-size sedan. The use of a larger size car or car rental company
due to personal preference is not allowed.

PICK UP: (SFO) ON SUN, JUN 14 10:00 AM Show as | USD. ¥
RETURN: THU, JUN 18 10:15 PM

Hide matrix _ Print / Email

/ All T = 5T e = = - ‘\
22 results Economy Car Compact Car ntermediate Car Standard Car Full-size Car Mini Van ntermediate SUV Full-size SUW

AVIS
242,44 24244 249.39 256.08 263.86 401.61 505.70 74542
Preferred
[terprizs|
281,858 281.68 2848.54 2 288.77 303.04 457.38 456.598 824,95
Preferred
Hertz
283.99 284.06 280.74 305.61 31813 462.35
Preferred
MO RATE AVAILABLE
- /

Sorted By: | Policy - Most Compliant ¥

Displaying: 3 out of 22 results. @

AVIS Economy Car - $34.00 per day (Amadeus)
Automatic transmission Total cost”
N Unlimited miles, Pick-up: Terminal: SFO
f‘-_-rﬂ' I Adults: 2, Children: 2, Large bags: 1, Small bags: 1 $242.44
- (Corporate rate)

$170.00 waekly rate

Preferred Car Vendor for PPPL/ E-Receipt Enabled @ Location details

3. Concur will flag the rental car options that are not incompliance with PPPL policies. If you
are choosing a car that is outside of policy, you must provide a valid business justification.

AVIS Standard Car - $36.00 per day (Amadeus)

Automatic transmission Total cost”

Unlimited miles, Pick-up: Terminal: SFQ
Q Adults: 4, Large bags: 1, Small bags: 27 & $256.08
(Corporate rate)
$180.00 weekly rate

Preferred Car Vendor for PPPL / E-Receipt Enabled @ Location details

SAP Concur E

Contact ConcurSupport@pppl.gov for additional questions



Booking Travel Arrang

4. After selecting your rental car, review the car rental reservation information, and click on

the “Reserve Car and Continue” button.

REVIEW PRICE SUMMARY

Weekly Rate
$170.00

Dates Total
Jun 14 - Jun 18 5242 44*

Description
Avis Car Rental

Total Estimated Cost: $242.44
Total Due Now: $0.00"*

** Remaining amount due at rental location.

* Rental provider's estimated amount. Exact fees unknown. Does nof include additional fees incurred during time of travel.

Reserve Car and Continue ]
A " J

5. Concur will bring you to the booking page of the next segment (hotel) if you elected to
make this travel arrangement in Book Flight step 3. Follow the steps in Book Hotel.
Otherwise, you will be brought to the Trip Overview page and you have the option to add
additional segments (Air, hotel, or point-to-point ground transportation)’ to this itinerary.

| want to...
Print Hinerary
E-mail ltinerary

Trip Name: Car Reservation at SAN FRANCISCO (Eqiy
Start Date: June 14, 2020

End Date: June 18, 2020

Created:

Description: (No Description Available) (=dit

Agency Record Locator: T3XLJT

Reservation for: Kar Yee Chang

Total Estimated Cost: 5246.17 USD (Details)

TRIP OVERVIEW

/"1 Add to your Itinerary

Booked outside Concur? Enter your trip
manually, connect with Triplt, or send your

itinerary to plans@concur.com. )

6. Continue to Finalize Itinerary to confirm your reservation.

Contact ConcurSupport@pppl.gov for additional questions

SAP Concur E
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Book Hotel

1. Enter the Check-in and Check-out Date ', and the location of your business location?.

" Note: If you continued to this step after choosing your flights, this information is partially

S completed for you based on the flight(s) chosen for the trip. You will modify the specific
location of the hotel preference (if not staying by the airport)

. Note: You can enter the address of the conference location, or the address of a specific
~ hotel for a more precise search.

. Note: You can enter the name or address of the conference location, or the name or
~ address of a specific hotel for a more precise search.

» =la o

Hotel Search

Policy for|

Trip Name/Description Status Start Date

PPPL funded fravelers should obtain federal per diem room
rates where available, or the most economical rate offered.

Check-in Date  Check-out Date
IOGH 472020 ” || 06/18/2020
7. e fro . .
) Airport () Address Searching for location... x

(_) Company (®) Reference Point / Zip
LEETLT Code SLAC national laboratory

Mo records found.

A

oy

{e.g. 'Statue of Liberty”, "90210" or "Alexandria, VA -
SLAC national laboratory <

— 2575 Sand Hill Rd, Menlo Park, GA 94025 USA v
|_| With names containing:

Location:

SAP Concur E

Contact ConcurSupport@pppl.gov for additional questions



2. Concur will identify all of the available hotels within the range specified in the search
criteria (15 miles radius be default). You can sort the list based on distance, price, or

compliance rating.

&

. Note: Concur
.

provides the per diem
rate of the hotel
location’.

3. Hotel rates that are
over the lodging per diem
rate for that location will
be flagged?. If you
choose an over per diem
rate hotel, you must
provide a valid business
justification.

Show Map  Print ! Email

Mame Search Q. Soned By:| Price - Low to High v

1. Holiday Inn 3an Mateo

330 N Bayshors Bhvd, San Mateo, CAB4401  Mapit

VizT4mies wRh
=l | E-Receipt Ensbled
2. Holiday Inn Express & Suites Fremont

42200 Albraz 5t, Fremont, CAB4538  Map it

V1406 miles WX

‘=dRiooms Hotel | E-Receipt Ensbled

3. The Westin San Francisco Airport
10id Bayshore Huy, Millbrae, CAB4030-2198  Map it

V1534 mies WRAN

=dRiooms Howel | E-Receipt Ensbled

4, Staybridge Suites - Sunnyvale
900 Hamiin Ct, Sunnyvale, CAS4082  Mapit
Y057 mies WW

FedRooms Hotel / E-Recsipt Enabled

5. Crowne Plaza Palo Alto

4200 El Camino Resl, Palo Alto, CA 04308  Map it
V456 mies WHW

FEMA-Spproved Hotel | E-Recsipt Enabled

6. Grand Hyatt at SFO

55 South McDennall Road, San Francisco, CA 94128

¥15.2 mies

Map it

' FedRooms Hotel / FEMA-Apgroved Hotel

Displaying: 100 out of 100 results.
Previous 1234 Next | All

$139

1 Per diem limits: Jun 14-Jon 185231

Hote! details

5186

View Rooms
Per diem limits: Jun 14-Jun 18: 5128

Hotel details

$231

View Rooms

Per diem limits: Jun 14-Jun 13: 8231

Hotel detailzs

5241

View Rooms

Per diem limits: Jun 14-Jun 13: 3241

Hotel details

5241

View Rooms

Per diem limits: Jun 14-Jun 18: 5241

Hotel details

$259

View Rooms

Per diem limits: Jun 14-Jun 18: 5302

l=

7. Best Western Plus Riviera
15 El Camine Real, Menlo Fark, CAD4085  Map it

¥25mies WWH

[FEMA-Approved Hotsl

2 $314

& View Rooms

Per diem limits: Jun 14-Jun 18: 5231

Hotel details

8. Sheraton Palo Alto Hotel

325 El Camine Real, Falo Ato, CAS4301  Mapit

FEMA-Approved Hotel | E-Recsipt Enabled

V281 mies W

& View Rooms

Ié

Per diem lirmits: Jun 14-Jun 13: 5241

Hotel details

Contact ConcurSupport@pppl.gov for additional questions

SAP Concur E
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4. After selecting the hotel and the room type, review the hotel information and select a
method of payment .

" Note: Travelers must use their PPPL Travel Card or personal credit card to reserve a hotel

room.

5. Review the hotel’s rate and cancellation policy, check the “I agree to the hotel’s rate
rules, restrictions, and cancellation policy.” box if you agree 2. Click on the “Reserve Hotel
and Continue” button.

REVIEW PRICE SUMMARY
Description Nightly rate Dates Total
Holiday Inn Express & Suites Fremont $186.00 Jun 14 - Jun 18 £744.00
Total Estimated Cost: $744.00°
Total Due Now: $0.00™

= May nat ingiude taxes or additional fees.
== Remaining amaunt due at hotel location.

(SELECT A METHOD OF PAYMENT
Select UATP for PPPL Prepaid Airfare. 1

Select personal credit card or PPPL Travel Card for all other bookings:

The credit card you select will be held to confirm your reservation. You will not be charged in full until your hotel stay.

PU Travel Card (3258) ¥ |u Edit | Add credit card

\

L~
f ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hotel

Holiday Inn Express & Suites Fremont E{i
Holiday Inn

Please review the rate rules and restrictions before confinuing 2

The hotel previded the following information:

RATE POLICY OVERRIDES HOTEL GENERAL POLICY FURTHER DOWN.
\ GUARANTFE REQUIRFD

@) | agree to the hotel's rate rules, restri

\

ctions, and canceliation policy.

Back Reserve Hotel and Continue

6. You will be brought to the Trip Overview page and you have the option to add additional
segments (Air, rental car, or point-to-point ground transportation)? to this itinerary.

TRIP OVERVIEW

| want to... Trip Name: Car Reservation at SAN FRANCISCO (=i Add to your Itinerary
Print lfinerary .
E-mail Itinerary Start Date: June 14, 2020 0 Air @ Car

End Date: June 18, 2020

Created: e Hotel e Ground

Description: (No Description Available) Ed
Agency Record Locator: T3IXLJT Booked outside Concur? Enter your trip

. . manually, connect with Triplt, or send your
Reservation for: Kar Yee Chang itinerary to plans@concur.com

Total Estimated Cost: $246.17 USD (Details)

7. Continue to Finalize Itinerary to confirm your reservation.

SAP Concur E

Contact ConcurSupport@pppl.gov for additional questions
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Book Point-to-Point Car Service.

s Note: PPPL policy states that point-to-point car service should only be used when:
. * |tis less expensive than alternative means of transportation (e.g. train, shuttle
services, taxi, or personal auto); or
* There are inconveniences or safety issues that justify the additional cost.

Note: Justification for the use of point-to-point car service must be included in the Travel
Request.
H === &
1. Enter the Pick-up date and time !, and the Ground Search
Pick-up and Drop-Off locations 2 of the ride.
Point-to-point car service should only be used when:
It is less expensive than aliernative means of transportation
(e.g., train, shuttle services, faxi. or personal aute); or
F . . There are inconveniences or safely issues that jusiify the
. Note: If you continued to this step after additional cost.
"'\ ChOOSing your fllghts, this information is Justification for the use of point-to-point car service must be
. included in the Travel Reguest.
partially completed for you based on the - o
. . . PPPL will reimburse the recommended gratuity listed on
ﬂlght(S) chosen for the trlp. You will King Limao's invoice. Therefore no addifional gratuity is
. ap . needed, and any additional gratuity paid directly to the driver
modify the specific location(s) of the will not be reimbursed.
rides.

Vehicle type | Sedan v |

H 09:00 am ¥

Pick-up date | [

Houwrly Ride 2 v

# . N

() Airport () Company Location \
(@ Address (| Preferred Hotel 2
Street City

State/Province Zip

Country
| United States of America r |

—Drop-off Location
(®) Airport () Company Location
() Address () Preferred Hotel

Airport

\ | y
/
Search

SAP Concur E

Contact ConcurSupport@pppl.gov for additional questions
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2. Concur will identify the available PPPL preferred car service company(s).

. Note: PPPL will reimburse the recommended gratuity listed on the car service

- invoice. Therefore no additional gratuity is needed, and any additional gratuity paid
directly to the driver will not be reimbursed.

Displaying: 1 out of 1 results.

Sedan Flat rate

King Limousine Minimum charge: 0 hours $78.00
Maximum passengears: 3

Displaying: 1 out of 1 results.

3. After selecting a ride, review the ride information and provide any specific instructions
to the car service company.

Review and Reserve Ride

REVIEW RIDE
King Limousine

Type Pick-up Drop-off

Sedan Airport Address
EWR: Newark Liberty Intl Airport 100 Stellarator Rd
01:30 pm Thu, 06/18/2020 Princeton, NJ US

ENTER PASSENGER INFORMATION AND SPECIAL INSTRUCTIONS

Your information will be passed to the vendor.

Pazsengers” Request 2 Driver by Mame

(] | |

Arriving Flight Info.:~ Flight Mum:* Arr. Time:*

| United A | |23?2 | | 10:00pm ¥ |

Special Instructions:

Pick-up Instructions:

Drop-off Instructions:

SAP Concur [C

Contact ConcurSupport@pppl.gov for additional questions
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4. Select a method of payment ' for the ride. Click on the “Reserve Ride and Continue”
button.

“  Note: Travelers must use their PPPL Travel Card or personal credit card to reserve a car
service. The cost will be charged to the credit card provided and will be reimbursed when
an expense report is submitted after the trip.

REVIEW PRICE SUMMARY
Description Rate Total Hours Total
King Limousine 578.00 Flat rate S78.00
Total Estimated Cost: $78.00%
Total Due Now: $0.00~=

* Rental provider's estimated amount. Exact fees unknown. Does not include additional fees incurred during time of travel.
** Remaining amount due at fime of pickup.

SELECT AMETHOD OF PAYMENT
Select UATP for PPPL Prepaid Airfare.

Select personal credit card or PPPL Travel Card for all other bookings.

How would you like to pay?
|-S'ec:it Card ¥ | |F'L.| Travel Card [.2883) ¥ |0 Edit | Add credit card

T —

“ Reserve Ride and Continue

5. Select Ground ? to add additional rides to this itinerary (i.e. return route).
Repeat steps 1-4.

TRIP OVERVIEW
| want to... Trip Name: Car Reservation at SAN FRANCISCO (=aiy Add to your Itinerary
Print Hinerary .
E-mail ltinerary Start Date: June 14, 2020 0 Air Car
End Date: June 18, 2020
Created: @ Hotel B Ground 2
Description: {(No Description Available) =i

Agency Record Locator: T3XLJT Booked outside Concur? Enter your trip
. . manually, connect with Tripit, or send your
Reservation for: Kar Yee Chang itinerary to plans@concur.com

Total Estimated Cost: $246.17 USD (Details)

6. Continue to Finalize Itinerary to confirm your reservation.

SAP Concur E

Contact ConcurSupport@pppl.gov for additional questions
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Book train (Amtrak)

1. Enter the Departure and Arrival train stations !, Departure and Arrival Dates 2, and the
estimated travel times 3 that are best suited to your schedule.

2. After entering all of the search criteria, click on the Search button.

th = = = 8
Train Search

You are expected to book the lowest available fare that
offers reserved seating. For regular Amtrak service that
would be reserved Coach Class. For Acela Express Trains
that class of service would be Business Class.

| RFound Trip | Cine Way Multi City |

Search by

SAP Concur [C

Contact ConcurSupport@pppl.gov for additional questions
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3. Concur will identify the available trains based on your search criteria. Choose the

appropriate trains that best suit your needs and are within compliance with PPPL policies.

Shop by Fares Shep by Schedule

Displaying: 20 out of 20 results.

ROUMD TRIP: TRENTON TO 'WASHINGTOM - UNION STATION

DEPART 2 Sun, Jun 14
RETURN 2 Thu, Jun 18
Fare Options Refundable

Train Mumber Search Q Sorted By: | PPPL Default v
Previous 12 Mext | All
 Amtrak 09:03a - 11:38a Direct 2h 35m §108.00
Regional  go00p - 04:24p Direct 2h 00m

Hide all details ~

Train details

Train details

‘Coach Reserved (YE)/ Coach
Reservad (YE) Mo
Rules

Coach Reserved Seat (YE) /
Business Class Seat (JE) Mo
Rules

Business Class Seat (JE) /

o XD
o EXIB
o EZIB

ROUND TRIP: TRENTOMN TO WASHINGTOM - UNION STATION

. Amirak 10:00a = 12:39p Direct 2h 39m

Regional 02:00p = 04:24p Direct 2h GOm

ROUND TRIP: TRENTON TO 'WASHINGTON - UNION STATICN

00N~ A4 -0~ Dhvirmed Obh SR en

Coach Reservad Seat (YE) Mo
Rules
Business (JE) / Business [JE) e
Rules Fess n:? aoohs 0 $2ﬂﬂ_ﬂﬂ M
Amtrak
. Amtrak 10:45a = 01:22p Direct 2h 37m §108.00
Regional  yo00p - 04:24p Direct 2h 00m

Show all details +

$108.00

Show all details ~

4 NG N

Contact ConcurSupport@pppl.gov for additional questions

SAP Concur [C
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4. After selecting your train and the appropriate fare, review the train information, select and
choose a method of payment. Click on the “Reserve Train and Continue” button.

“  Note: Choose *PPPL CORPORATE UATP* " to direct bill the train fare to PPPL. You may
use your personal credit card to pay for the train fare and request reimbursement when you
return from your trip. However, reimbursement is not guaranteed if the trip is cancelled.

TRAINS
DEPART 2 Sun, Jun 14 Hide defails ».
Sun, Jun 14 09:03a TRENTON 2h35m  Amirak Regional Train 153 =
11:382  WASHINGTOM - UNION STATION
RETURN 8 Thu, Jun 18 Hide details ~.
Thu, Jun 18 02:00p WASHINGTOM - UNION STATION 2h 00m  Amirak Regional Train 94 =

0424p TRENTON
ENTER PASSENGER INFORMATION
Ensure passenger information below is correct. €

Passenger Exit | Review all

Name: ar Yee Chang  Phone: 6082423822 | chang@eeplgov ¥

Rewards Program
Amtrak Guast Rewards Number

PROVIDE TICKET DELIVERY PREFERENCE

¥ou can now experience better comfort in customizing yeur Amtrak booking experience. With our train options. you can decide where to spend or save

r b
od | Eleatronic (0.00) ¥

REVIEW PRICE SUMMARY
Description  Fare TaxesandFess  Charges
Train ticket $108.00 $0.00 $108.00
Total Estimated Cost: $108.00
Total Due Now: $108.00

SELECT AMETHOD OF PAYMENT

Select UATP for PPPL Prepaid Airfare

Select parsonal eredit card or PPPL Travel Card for 2l other backings.

How would you like to pay?
FPRL CORPORATE UATP (0010} v | @l Add cradit card

_—

By complating this bosking. you agrea to tha fara rulas and rastrictions

Reserve Train and Continue

5. You will be brought to the Trip Overview page and you have the option to add additional
segments (Air, hotel, rental car, or point-to-point ground transportation)? to this itinerary.

TRIP OVERVIEW

| want to... Trip Name: Car Reservation at SAN FRANCISCO (=i Add to your Itinerary 2

Print lfinerary .

E-mail Itinerary Start Date: June 14, 2020 0 Air @ Car
End Date: June 18, 2020
Created: I e Hotel e Ground
Description: (No Description Available) Ed
Agency Record Locator: T3IXLJT Booked outside Concur? Enter your trip

. . manually, connect with Triplt, or send your

Reservation for: Kar Yee Chang itinerary to plans@concur.com

Total Estimated Cost: $246.17 USD (Details)

6. Continue to Finalize Itinerary to confirm your reservation.

SAP Concur E

Contact ConcurSupport@pppl.gov for additional questions
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RESERVATIONS
Sunday, June 14, 2020

Finalize Itinerary

6 Flight  Newark, NJ (EWR) to San Francisco, CA (SFO) Canealalar

1. Review the itinerary details, and =
click “Next” on the bottom of the page.

Additionsl Details
it Zosing TIT

ETt
Canim ECONOMY (@) st e
o Add to your Htinerary

Friday, June 19, 2020

9 Flight San Francisco, CA (SFO) to Newark, NJ (EWR) CanceslAr

United 2372

Departure: 01:30 PM Confirmation: EXBX76 Seat: 6L
s Change sest

Arrival; 10:06 PM

e ]
Terminat C

Ackdtionsl Details
e

ETioket
Gabin: ECONONY (6) et eal

o Add to your tinerary
TOTAL ESTIMATED COST

ViewFare Rules
sa25.36 USD

£20.20 UD
245,56 USD

Restristions

Quie  PAX/C1-2 NONREF/OVALURFTDPT -BG-UA

TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

1f you close at this point your reservation Note: Any part of
cancelled.

Next>> sncal Trp

2. Enter a Trip Name and a Trip Description to easily identify the itinerary in your Upcoming
Trip List'.

3. You must certify that the reservation booked on this itinerary is consistent with the
approved travel request, and you must provide the Request ID of the approved Travel
Request?.

. Note: PPPL policy requires that a Travel Request must be entered and approved in Concur

prior to incurring any travel expenses. Making travel arrangements prior to receiving travel
request approval in Concur may result in unallowable costs.

Trip Booking Information

Trip Summary

@ Finalize Trip

+ Review Travel Details
Enter Trip Information
Submit Trip Confirmation

Trip Desc ptional)
Your upcoming trip fist Used to identit the trip purpose

Trip from Newark to San Francisce

P

Send 2 copy of the confirmation fo: @
[ J

Send my email confirmation as.
@HTML OPiain-text

3 Tripit Privacy

(®Share rip destination and dates with your Tript Connections and Groups.
Make this trip private

By selecting ‘C 1 certity booked is th Please enter your approved request ID. [Required]
! the approved Request [Required]

\
[ ]

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 o has deposit required will not be cancelled.

i T m e

4. Click on the “Next” button to finalize the reservation.

Contact ConcurSupport@pppl.gov for additional questions SAP Concu r E
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5. Review the Trip Itinerary, and click the “Confirm Booking” button after reviewing the 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 it is either approved by your company or the ticketing deadline
is about to expire.

TRIP OVERVIEW

Trip Name: test
Start Date: June 14, 2020
End Date: June 19, 2020

TOTAL ESTIMATED COST

Air View Fare Rules
Airfare quoted amount: $325.36 USD
Taxes and fees: $20.20 USD

Total Estimated Cost: $345.56 USD

Restrictions

Quote:  PAX/C1-2 NONREF/OVALUAFTDPT -BG:UA

TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY 1S NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

Almost done... Please confirm this itinerary.

Display Trip Confirm Booking>> | | Cancel Trip

6. Your reservation has now entered in Graycar Travel’s ticketing queue, and will be issued
within the next 24 hours. A Trip Record Locator is generated and you can use that as
reference if you need to contact Graycar Travel.

Finished!

Trip Summal
P ry You have successfully booked your trip!

@ Finished! Trip Record Locator : SWPTFV

Your reservation will be ticketed within the next 24 hours.

Your itinerary has been saved. Graycar Travel (Princeton Plasma Physics Laboratory) will service your
itinerary.

Please Note: Fares are not guaranteed until tickets are issued and are subject to change without
notice. Airfare must be ticketed by: 08/15/2019 11:00 pm Eastern

Travel Contact Information
08:00 - 17:30: 609-587-7057
17:30 - 23:30: 609-234-7333

TRIP OVERVIEW

$)PPPL

Trip Name: test

Start Date: June 14, 2020

End Date: June 19, 2020

Created: August 14, 2019, Kar Yee Chang (Modified: August 14, 2019)
Description: test

By selecting 'Confirm Booking', | certify the reservation booked is the same as the approved
Request: Confirm Booking

Please enter your approved request ID.: test
Agency Record Locator: SWPTFV
Passengers: Kar Yee Chang

Total Estimated Cost: $345.56 USD

Contact ConcurSupport@pppl.gov for additional questions SAP Concu r E
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