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1.0 PROGRAM OBIJECTIVES

Simon Fraser University has partnered with Vision Travel to
provide a streamlined process for booking business or

personal travel. The TravelSmart program is available to all
SFU faculty and staff. Please note all travel must fall in line

with SFU’s business and travel expense policy.

2.0 BENEFITS

o Offers discounted rates on flights, hotels, and car
rentals

e Shows live pricing at various companies
e Built in duty of care

e More flexibility

¢ Discounted booking fees

e Eliminates paper

3.0 CREATING A PROFILE

The TravelSmart program coordinator will create a username
for you and you will receive an email with a link to create
your profile.

You have 48 hours to create your profile before the link
expires. If you are not able to create it within that time
frame, please contact the TravelSmart program coordinator
to reset the link.

If you will be delegating another employee to book your
travel, you can give them access in the “Travel Arranger”
section of your profile.
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http://www.sfu.ca/content/dam/sfu/policies/files/administrative_policies/3_series/AD3-02.pdf

Travel Arranger

Search arranger by last name or email

The travel arranger must have a travel profile before they
can be given access.

If you have any issues with ProFiler, please contact the
TravelSmart program coordinator or email

onlinesupport@yvisiontravel.ca

4.0 BOOKING A TRIP FOR YOURSELF
Once you log into Concur, you can select either business or
personal to specify the type of trip.

TRIP SEARCH

Rule Class

L

Business Travel
Personal- use personal card for payment

The trip search menu on the left side of the page allows you
to put in your travel information to find options:
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& Bocking for myself | Book for a guest

= =5 B O

Mixed Flight/Train Search

Round Trip One Way Wulti City
From €
VR - Vancouver Intl Arpt - Vancouver, BC
Find an & TS
To g
Arrival city, airport or train station
Findana TS
Depart €
| depart v |[D8:00am v | 8 ¥ ~

Return €

~
Find a Hotel

Search by

AirCanada Promotional Code:
(optional)

If you know that you will need to book a car or hotel, you can
check off the boxes next to Pick-up/Drop-off car at airport and
Find a Hotel.

Select the arrow next to the dates to search the time range and
see non-stop flights displayed

Depart g
:55 05/24/2017 || depart ¥ || 09:00am ¥ [[+8 ¥ -~
24 hour range refresh graph
P i NISIRRTRRatEE e N
BN NNNNENNENNER § NEN BEER  H NN
Return g
51 05/25/2017 || depart ¥ || 03:00pm ¥ || z8 ¥ ~
24 hour range refresh graph
T i L i e
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Trip Summary

+g) Select Flights or Trains
a7

You can search for a specific hotel or for hotels based on

distance.
¥ Find a Hotel

Find hotels within | 10 miles from

Airport Address
Company ®) Landmark / Postal
Loc ation C.ode

Landmark / Postal Code

(e.g. ‘Buckingham Paizce’, 'RGY 440" or ‘Henley-on-

Thames')

r

Calgary, 4B

With names ¢ ontaining:

You can narrow down the options based on airlines and

number of stops.

......

panel.

Restricterd  Flexible

Select a flight to view details or adjust your search on the left hand

*For Air Canada flights, there are two different options: AirCanada

and Sabre. AirCanada flights are discounted and are instant
purchases upon reservation. Sabre flights are a higher fare but can
be held without instant purchase.
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Once you have selected your flight, a fare quote will pop up showing
the estimates cost with fees.

Fare Quote
Fltz From To Depart Arrive
R Y 2017-0% 2017-
4! WR 1 2017-
Number of Passengers 1

Fare Summary
Base Fare 374.20

Taxes, Fees and Charges

Y@l - SERVICE FEE - INSURANCE 24.00
CA1 - CANADA AIR SECURITY CHARGE - S 14.25
SQ - AIF - CANADA EXCEPT ON/NS/QC/N 50.00
XG - GST FOR CANADA EXCEPT ON/NS/NF 23.12

Total Est. Cost
CAD 485.57

=
Click reserve to continue the booking or cancel to select a different
flight.

If you have selected a non-refundable fare, a warning window will
pop up advising you.

< |
The page at https /A concursolutions.com says:

Please read the fare rules and penalties that apply to your ticket
befare you continue as charges may apply for changes and
cancellations, First Click 'Cancel' to take you back to the search
results screen, then click on “Showe Details” and then “Fare Rules”
to wiew the full details, By clicking on “OK" you confirm that
vou have read, understand, and accept the fare rules for this
itinerary,

OK Cancel

You will then be brought the review screen.
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Review and Reserve Fight
REVIEW FLIGHTS

outbound flight: Vanoouver, BC Camada (VE) - Toront, O Camads (V2] Wed, 16 Sap

Vancouver Intl Arpt [YWRI Lester B Pearson Intl [TY2)
S Westlet Depart: Wednesday, 0645 am Arrive: Wednesday, 02:14 pm

¥
Stops:0 Duration: Eoonoc P EBosing 737-5000 buinglets]
Return flight: Toromts, ON ,Carads (V2] - Vanoowver, B, Carmds (YWR) Thy, 17 Sep

Lester € Fearson Int| (M12) Vancouver Int| Arpt (VR
iy Westlet Depart: Thursday, 03:00 pm Arrive: Thursday, 05205 pm

¥715
Stops: 0 Duration; Econo: P Boing T37-600 bringlets)

ENTER TRAVELER INFORMATION
Ensure all traveler information below is comact, @

PRIMARY TRAVELER Edit | Review all
Mame: William Chris Never  Phone: 604-602-3459 owlson@ kg bewccom ¥

Freguent Flyer Programs Add 2 Program
For ks tlet

Mo Progrm sekoen ¥

SEAT ASSIGNMENT

Make your biip more enjoyable by selecting your seats now. Othemise. Concur mill request them for you.

ar

REVIEW PRICE SUMMARY
Description  Fare Taxes and Feas Charges
Airfare CAD 642.00 CAD 14461 CAD7E6.51

Total Estimated Cost : CAD 785 61
Total Due How: CAD 786.61

SELECT A METHOD OF PAYMENT
Howwsnion Ik Dpop
[ mank-wecoms v | Edit | add ereit card

* ez oreditoand k 3 compawycant

This is a Non-Refundatle Ticket
P vece U fave ks amd penali Lol apphy U0 o Geket, Defie o man e o ERavgs: mary apaly (o) Sy amd camellaiors . Fist, Chek Camel [ Late po
Lok 10 L seaich wubs scvemn, Crn Rk on “Steom Detas b and L *Fare Rk (0 wew Ce ull dels k. By chcting on TIK" pr canfim Ut you five e,

UresLamd, amd e Ce fave b o s G .

By completing this booking, you agree to the fare wles and restrictions.

Click Reserve Flight and Continue. Please note there is an $11 fee
to book through Concur.

5.0 BOOKING A TRIP FOR OTHERS

If you are booking a business related trip for a guest, you
can select the “Book for a Guest” option. This can be used
for non-SFU travelers.
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& Booking for myself | Book for a guest

Hh == &8 O

Mixed Flight/Train Search

Round Trip One Way Multi City

From g
YR - Waneouver Intl Arpt - Vancouver, BC
Find an airport | Select multiple airports

To g
Arrival city, airport or train station
Find an airport | Select multiple airports

Show More

If the preference is for the guest to book their own travel, you
can inform Vision Travel and the traveler can contact a dedicated
SFU representative to book their trip.

If you are booking travel on behalf of an SFU employee, you can
go to the travel tab for the travel arranger view:

CONCUR = Travel  App Centre

Travel Arrangers Trip Library Templates Tools

Travel Arranger View

Rule Class Upcoming Travellers | Company M ::-te

Business Travel A\

The “Pm Assisting” sections lists all the people who you can book
travel for.

e Trav'gl ﬂf B



When booking travel for multiple people, you have the option to
clone a trip to replicate the travel details for each person. You
can also select “share trip” to send travel details to another
Concur user.

| want to...

If you will be booking personal travel for guests, please contact
the program administrator for one-time guest booking privileges.

6.0 BOOKING GROUP TRAVEL

Rates are slightly higher due to flexibility. To book group travel,
please contact one of our Vision Travel advisors. A group rate
comes into effect when you are booking for ten people or more.
Group bookings are not available for personal travel, you will need
to add travel for each person individually.

7.0 BOOKING A HOTEL

If you are booking a hotel separately from a flight, you can select
your dates and search based on distance from your destination:

Travel ﬂ?
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& Booking for myself | Book for a guest

H = = &8 0

Hotel Search

Check-in Date  Check-Out Date

(e = |

Find hotels within | 10 |miles from
Airport Address
Company ®) Landmark / Postal
Location Code

Landmark / Pestal Code
(e.g. ‘Buckingham Palace’, 'RG9 44J" or ‘Henley-on-Thames')

With names containing; |

——

Add Another Hotel

You can check off the box next to “With names containing” to
search for a specific hotel.

You will then see the available hotels:

__ 1. Renaissance Edmonton Airport Hotel c$139
4236 36th Street, Edmonton, Alberta T9E 0V4  Map it
@ 0.27 miles
Hotel details

2. Executive Hotel Alexandra at YEG c$109
8116 Sparow Crescent, Leduc, Alberta T9E 8B7  Map it
@ 163 miles WH K
Hotel details
3. Super 8 Edmonton International Airport c$99
= 3004 Sparrow Crescent, Leduc, Alberta 7G1 CA Map it
|
Q171 miles W
Hotel details

o Travgl fi? o



Once you make a selection, you will be taken to the reservation
page where you can review the details and reserve the hotel.
Click the “Back” button to make any needed changes.

Review and Reserve Hote
i Sy Review and Reserve Hotel

Hotel Selected REVIEW HOTEL ROOM

SfE Renaissance Edmonton Alrport Hotel

Canadian Gowemment - Canadian Govemment, Govemment (ssued Id Requined, See Rate Rules

Guast Room, 1 King Or 2 Queen

7 Mights | 1 Gusst®
Chockdn Chock-ouit
‘Wednesday, Ju 0 ‘Wednesday, June 14, 01T

=W rearve avary Bt room 156 1 guest ook, regardiess of Me nUmRer of actual ravalers SRarng e room. The primary travelers name & atiached o the reseryaton far

hetel e

PROVIDE HOTEL ROOM PREFERENCES

mmarts Wil Ba pasead 1o the hotel

ENTER HOTEL GUEST INFORMATION

Ensure the raire below maches the 10 shown on the day of check=n. @

Hotel Guest
Mame: Fita Naroviyansky  Phone: 1 T78-782-4388

Hotal Programme Ad.

REVIEW PRICE SUMMARY
Description Hightly rate  Dates Total
Renaissance Edmonton Aiport Hotel ~ CAD 13600 Jun07-Jun 14 CAD 57300
Tatal Estimated Cost: CAD 973.00°
Total Due Now: CAD 0,00

* Moy
A

ACCEPT RATE DETAILS AND CANCELLATION POLICY

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

Renaissance Edmonton Airport Hote! [

Please review the rate rules and restrictions before continuing.

‘We are unable to retrieve the rate rules, restrictions and cancellation policy from the hotel supplier. Please contact the hotel for the information.

*| agree to the hotel's rate rules, restrictions and cancellation policy.

m Reserve Hotel and Continue

e Trav'gl ﬂf B
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8.0 BOOKING A CAR RENTAL
You can book a car rental based on an airport or other location.
Select more options to specify a car type or supplier.

Please note: Enterprise pricing include insurance at a rate of
$15/day. Insurance will need to be added on for other suppliers
at a rate of $25/day. Your credit card will be charged at time of
drop off.

& Booking for myself | Book for a guest

£ o= = &8 O
Car Search

Pick-up date

| 06/072017 || 12200 pm ¥

Drop-of date
[ 06142017 || 12:00pm ¥
Pick-up car at
* Airport Terminal . Off-Airport

Please enter an airport.

Return car to ancther loc ation

> v More Search Options

v
Prefermred Car Suppliers
Mo suppliers in profile. | Any Supplier
Alamo*
Auis®
Budget* hd

four company preferred suppliers will be included in the search
with your preferent es.

*Indic ates major supplier.

Promo Code

Supplier Code

Once you click search, a list of comparable pricing will be shown:

« Travel .
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PICK UP: (YEG) ON WED, |
RETURN: WED, JUN 14 12

Hide matrix  Print { Email

UN 7 12:00 PM Show as | CAD
00 PM

Al - - - - = = L
J 116 results  Economy Car Standard Car | Full- ar | MiniVan Standa
Buom 2034 25.01 39.46 4456 43
AVIS 26.36 27.43 4825 18
[ e ] 121 3393 4580 497
Hertz 3392 3664 - 49.53 5
fortorprisal 4629 46.29 4586 2886
48.00 4800 4971 5143 5143
4 3
Sorted By | Policy - Most Compiiant ¥ |
Displaying: 79 out of 79 results. Previous | Page: 1 of 8 | Next | All
Bt Compact Car - C$20.34 per day (Sabre)
]
Automatic transmission Total cost™
Unlimited kilometres, Pick-up: Terminal: YEG 43,55
Adults: 2, Children: 2, Large bags: 1, Small bags: 2 -
(Corporate rate)
C5142.37 weekly rate
E-Receipt Enabled @ Location details
Bt Intermediate Car - C$22.46 per day (Sabre)
]

Automatic transmission Total cost™

Unlimited kilemetres, Pick-up: Terminal: YEG

Adults: 4, Large bags: 1. Small bags: 2 C$251.60
(Corporate rate)

C$157.25 weekly rate

When you have made a selection, you will be brought to the
review and reserve page:

PM Showns [CAD ¥
Hide matnx  Primt
- - = e - - = P = -
| awis P
==
L
[ o]
J ]
"
Sorted By, | Polley - W .
Fre Next | A
P Compact Car - C$20.34 per day (Sabre)
B Automatic transmissicn Total cost’

-up: Tarmiral: YEG
ge bags. 1, Small bags. 2

55

E-Receipt Enabled @ Location datails

L Intermediate Car - C$22.46 per day (Sabro)

Automatic transmission

Unlwmited kilometres, Prck-up: Term
Large bags. 1. Smoll bags. 2
te rate)

£ weekly rate

Total cost™

YEG

o TraVél @ o 1



9.0 ALTERNATIVE BOOKING OPTIONS

Bookings can also be made by contacting one of our SFU
dedicated travel advisors. Please note there is a $29 fee
for domestic travel, $35 for transborder travel and $39
for international travel. The fee for a group booking is
$25 per person.

10.0 PAYMENTS

Purchases must be made using a credit card. There is no direct
billing. If you are booking a business trip, you may use your
Scotiabank CCard. If you do not have a CCard, you may request
one:
http://www.sfu.ca/content/dam/sfu/finance/Procurement/Procure
ment%20Card%20Request%20Form.pdf

A business trip can also be booked using a personal credit card
and an expense claim can be submitted for reimbursement.

Personal trips can only be booked with a personal credit card.

11.0 CANCELLATIONS/TRANSFERS

A credit will be given for cancelled trips which stays on your
account. It can be used toward another booking. You may also
transfer your booking to another person if the airline allows name
changes.

Credits will appear under the ALERTS section on the home page.

Credits for business travel are valid for a one year period from the
date of ticket issuance. After 6 months, the credit will be open to
the rest of the department. After 9 months, it is open to the rest
of the university.

 TravelSmar@) «
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http://www.sfu.ca/content/dam/sfu/finance/Procurement/Procurement%20Card%20Request%20Form.pdf
http://www.sfu.ca/content/dam/sfu/finance/Procurement/Procurement%20Card%20Request%20Form.pdf

Credits for personal travel are valid for a 12 month period from
the ticket issue date and stay with the traveler for the entire
period.

You will need to contact a Vision Travel agent to use a credit.

12.0 SETTING UP ALERTS

You can set up alerts from your Concur home screen. You have
the option to access all your travel details from your cellphone or
receive electronic receipts sent to your email.

ALERTS

@) Triplt creates a schedule with all your travel details in one ilace. accessible on Android or iPhone.

Simply connect your Concur account to Triplt. [eETESEERTH Mo, thanks

@ You haven't signed up to receive e-receipts.@ Sign up here

13.0 DUTY OF CARE

Duty of Care is built in but guests have the option to opt out. If a
guest is booking a trip using a personal credit card, duty of care
is not included.

14.0 TRAVEL TIPS

The tools section in Concur provides links to helpful information
regarding your trip such as a travel reports and warnings, visa
requirements, weather, currency converter, and maps.

CONCUR Travel App Centre

Travel Arrangers Trip Library Templates Tools

e Trav’éfl B
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15.0 CONTACTS
TravelSmart Program general inquiries: travelsmart@sfu.ca

Rita Narovlyansky: Administrator, TravelSmart program: 778-

782-4388 ~ rita narovlyansky@sfu.ca

Concur Support: 1-877-575-6868 ~

onlinesupport@visiontravel.ca
Hours: 5:00 am - 5:00 pm (PST)

SFU Dedicated Travel Advisors:

First Available PSI Advisor: 604-637-1466 or 250-410-0224 or
1-844-905-3824 (within North America) ~

PSl.Travel@visiontravel.ca

After Hours Service:

Vision Travel’s 7*24 Rescue Line is available to assist travelers
who are in transit and require changes in reservations due to
inclement weather, labour actions, equipment breakdowns or
changing business requirements. As this is an after hours service
only, we encourage clients to call the agency if they are seeking
information pertaining to non-immediate travel.

Within North America: Between the hours of 5:00 am and 5:00 pm Pacific
Time, Mon - Fri

Call our office at 1-866-324-5764

After hours call 1-800-206-1482 and quote the following:

Membership Code: 8SHH (Eight-Sierra-Hotel-Hotel)

Outside North America: Call the phone number on your itinerary and quote
the following:
Membership Code: 8SHH (Eight-Sierra-Hotel-Hotel)

 TravelSmar@) «
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Vacation Services:
Kathy Wilton: kathy.wilton@visiontravel.ca or 778-945-1270
Lauri Walters: lauri.walters@yvisiontravel.ca or 403-777-0728

16.0 TRAVEL EXPENSE RECONCILIATION

Business travel that was purchased using the CCard can be
reconciled in Centresuite as per the standard CCard policies:
http://www.sfu.ca/finance/departments/procurement-

page/ccards.html

If you have paid for business travel using a personal credit card, a
travel expense claim can be submitted:

https://www.sfu.ca/content/dam/sfu/finance/Payments/BusinessA
ndTravelExpenseProceduresJune2016.pdf

*All bookings must comply with the University’s business and
travel expenses policy*
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