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1.0 PROGRAM OBJECTIVES

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

• Offers discounted rates on flights, hotels, and car
rentals
• Shows live pricing at various companies
• Built in duty of care
• More flexibility
• Discounted booking fees

• 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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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@visiontravel.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.

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

You can narrow down the options based on airlines and
number of stops.

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

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.

You will then be brought the review screen.
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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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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:

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

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:
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You can check off the box next to “With names containing” to
search for a specific hotel.
You will then see the available hotels:
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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.
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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.

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

13

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

13.0

DUTY OF CARE

14.0

TRAVEL TIPS

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.

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.

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.
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15.0

CONTACTS

TravelSmart Program general inquiries: travelsmart@sfu.ca
Rita Narovlyansky: Administrator, TravelSmart program: 778782-4388 ~ 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) ~
PSI.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)
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Vacation Services:
Kathy Wilton: kathy.wilton@visiontravel.ca or 778-945-1270
Lauri Walters: lauri.walters@visiontravel.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/procurementpage/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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