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Updating Your Travel Profile

Before you use Concur's travel application for the first time, update your Travel profile. Even if you make

no changes, you must save your profile before you can book a trip in Travel.

[Bconcur | Requests

Profile
Your Information
Personal Information
Company Information

Contact Information

Email Addresses

vel Pref
International Tra

Frequent-Traveler Programs

Personal Information

Travel  Expense  Inwoice  Approvals  Reporting

Change Password  System Setiings  Mobile Registration

Profile Options

Select ane of the follaiing to customize your user profile.

Personal Information

Your home address and emergency contact information
Company Information

Your company name and business address or your remote
location address.

Credit Card Information

You can store your credit card information here so you don't have
10 re-enter it each time you purchase an item or service.

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-related preferences.
Bank Information

Bank Information

Request Preferences

Select the options that define when you receive emall notifications
Prompts are pages that appear when you select a certain action,

App Center

Travel Vacation Rea:

System Settings
Which time zone are you ir
clock? When does your w
‘Contact Information

How can we contact you al
E-Receipt Activation

Enable e-receipts to autoy

Administration ~ | Help ~

Profile ~

9
-
John Smith

[Profie Settingd | Sign Out

Administer for anofher user
® 1am a proxy

1am a seif-assigning travel arranger

participating vendars
Travel Vacation Reassignment

Going to be out of the office? Configure your backup travel

manager.
Expense Delegates

Delegates ara smployaes who are allowed to parform work on

behalf of other employees
Expense Preferences

such as Submit or Print

Change Password
Change your password

Select the options that define when you receive email nofifications
Prompts are pages that appear when you select a certain action,
such as Submit or Print,

Mobile Registration

Set up access to Concur on your mobile device

Invoice Preferences

Invoice

. Some companies have custom fields on this page. Check with your agency or Travel
administrator if you need information on custom profile fields.

o Depending on your company's configuration, some of these options may not be
available to you. Check with your Concur administrator.

° Depending on your company's configuration, this area in Profile may appear even if your

company does not use Concur Travel.

Use the Travel profile options to set or change your personal Travel preferences and settings. They
include:

. Assistant or travel arranger

. Credit card

. Email options

° E-Receipts

o Language

. Password

. Personal preferences (name, address, emergency contact, credit card)
. Regional preferences (number format, date format, language)
. Register for Concur for Mobile

° Travel preferences (air, hotel, car rental, rail preferences)

o Travel vacation reassignment
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and
° Other preferences and settings (default home page, calendar, emails, accessibility
mode)

Travel Arranger

If you are a travel arranger and you want to change the profile of one of your users:
1. Click Profile.

2 In the Administer for another user field, type the first few letters of the user's name.
3. Select the desired user from the search results.

4 Click Apply.

Access

To access the profile information:

1. Click Profile > Profile Settings. The Profile Options page appears.
2. Select the desired option on the left side of the page.
Administration ~ | Help =
(e} CONCUR Requests Travel Expense Invoice Approvals Reporting ~ App Center .
Profile ~
-
Profile Persenal Information Change Password System Settings Mobile Registration Travel Vacation Rea: s
. Y g 2 John Smith

Your Information Prof”e OptiOﬂS Profile Settings | Sign Out
Personal Information
Company Information Select one of the following to customize your user profile. Adeninister for anofhar user
Contact Information Personal Information System Settings A —
Email Addresses Your home address and emergency contact information. Which time zone are you in 7

3 ? O 2
Emergency Contact Company Information clock? When does your wol _) 1 am a self-assigning fravel arranger
Credit Cards Yuur_cumpany name and business address or your remote Contact Information Peterson sue. X
location address How can we contact you al
= = F b 5 Peterson, Sue
Travel Settines Credit Card Information E-Receipt Activation o) A
= ‘You can store your credit card information here so you don't have Enable e-receipts to autom| sfgff’ﬂfn'ﬁ"g’,(ggﬁ‘gmm Mid Market

Travel Preferences to re-enter it each time you purchase an item or service participating vendors. *Org Unit 2 - Department: Sales
International Travel Travel Profile Options Travel Vacation Reassignment *0rg Unit 1 - Company: United States
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Booking a Flight

Use the Flight ‘i‘ tab to book a flight by itself or with car rental and/or hotel reservations. To book car
and hotel reservations without a flight, use the Hotel == and Car ¥ Search tabs.

NOTE: If your company is configured to use rail, then the Flight + tab may show Air / Rail ‘i‘g

Access
You can access the Flight ‘i‘ (or Air / Rail +§) A = = O
tab in these ways: Filghe Seareh
° On the COncur Home pagE: On (®) Round Trip () One Way () Multi-Segment
the menu, click Travel. ZELE L
° On the concur Home page: On ki Find an sirport | Select multiple siports

the menu, click Home

Find an sirport | Selest mufiple srports

or the Concur logo (whichever Departure § y
. departﬂ Morning ﬂ +3 ﬂ
applies).

The Flight ‘1‘ (or Air/Rail +§) tab is on the left
side of the page.

Return @
v

departﬂ Aftemmoon| v ||| 23 ﬂ

Step 1: Use the Flight 4 (or Air / Rail ~%) tab

To start the search:

1. Depending on your company's configuration, you may be able to select a rule class. If so, select
the appropriate rule class.
2. Select one of the following types of flight options:
. Round Trip
o One Way
. Multi-Segment (if available)
3. In the Departure City and Arrival City fields, enter the cities for your travel. When you enter a

city, airport name, or airport code, Concur will automatically search for a match.

NOTE: Use the Find an airport and Select multiple airports links as needed.

4. Click in the Departure and Return date fields, and then select the appropriate dates from the
calendar. Use the remaining fields in this section to define the desired time range.

5. Click the = arrow to the right of the time window to see a graphical display of nonstop flights
available for the routing and date you have selected. This allows you to adjust your search
criteria, if necessary, to see/reserve nonstop flights.
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javascript:toggleFlightChart(0)

10.

NOTES:

The graphical display is based on flight schedule data. It will not show any rail options,
nor can it take refundability or class of service preferences into account.

Each green bar represents 30 minutes of time. Place your mouse pointer over a green
bar to see all of the flights available for that time slot.

If you change locations or dates, click refresh graph for more data.

If you need a car, click the Pick-up / Drop-off car at airport check box.

D Pick-up/Drop-off car at airport
] Find a Hotel

Depending on your company's configuration, you might be able to automatically reserve
a car, allowing you to bypass viewing the car search results. When you select this option,
additional fields appear. Select a vendor and car type; the car is automatically added to
your reservation.

If you need an off-airport car or have other special requests, you can skip this step and
add a car later from your itinerary.

If you need a hotel, click the Find a Hotel check box. Additional fields appear.

Choose to search near an airport, near an address, Pick-up/Drop-off car at airport
. . Wt Fi
near a company location, or near a reference point djeliiion
/zip code (a city or neighborhood) Find hotels within | 5 | Distance Units | km ﬂ of

() pirport ) Address
If you are staying at more than one hotel during {_) Gompany Location () Reference Paint / Zip Code
your trip or do not need a hotel for the entire Reference Point / Zip Code

. . fe.g. "Siai) F Liberty', '90210" or "Ah dria, VA
length of your stay, you can skip this step and add g mm SRR

|:| With names containing:

NOTE: Before booking, canceling, or changing your h

cancellation policy. Hotel cancellation policies have recently become much more strict.
Fees will likely apply.

Depending on your company's configuration, you might be able to specify an airline. If so, the

Specify

airline check box appears.

NOTE: You can only search one vendor at a time, and this will override the preferred airline
searches normally done for all of the frequent flyer number carriers.

If you click the Specify airline check box, a list of carriers appears that are color coded:

The first (yellow) will be their frequent flyer carriers.
The second (gray/khaki) are the most requested airlines.

The remaining airlines are in alphabetical order.

To search only for refundable flights, click the Refundable only air fares check box.

Depending on your company's configuration, you might be able to book for a companion. If so,
select from the Number of adults list.

© 2004 — 2015 Concur. All rights reserved. 1



NOTE: If a companion is selected, the payment screen provides the option to use the credit card
from the companion's profile.

11. Depending on your company's configuration, you might be able to select the desired class of
service.

12. For Search flights by, select either Price or Schedule. (Depending on your company's
configuration, you may not have these options or you may have an additional option: Multi-
Fare.)

13. If necessary, uncheck the Flight w/ no double connections check box.

14. Click Search. The flight search results appear.

4+ & = O

Flight Search

(®) Round Trip () One Way () Mult-Segment

Departure City @
| Seatt e, WA - Seattle Tacoma Intl Arpt
Findan Srpont | Select mulips aimports
Arrival City @
E.ﬁ.tlar'ta. GA - Hartsfield Intl Arpt
: Findan arport | Select musiple airpons

Degarture § - — -
| o
|2015-10-28 || depant[v]|[Moming [~]||x2 [v]|
Return
% w

2015-10-30 || depart V|| Aftenoon[v] [ +3 [V]|
El Pick-up/Drop-off car at airport
W] Find = Hotel
Find hatels within | & | Distance Units | ke ﬂ of
) Airport - () Address ;
'1:':' Company Location 'léj' Reference Point / Zip Code
Reference Point { Zip Code
r?.g_ 'S!atL! E_C_lf_Lbe'l".!)":__ 'S_l._’,l?_f o _or_'AJex_a.l_:!t_iﬁst_. VAT
| Aflanta, GA

I:‘ With names containing:

D Refundable only air fares

Class of Service: | Highest allowed ﬂ [7]
Search flights by () Price (®) Schedule

El Flights w/ no double connections
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Step 2: Select a flight

On the Flight Search results page:

. If you selected Price on the previous page, then the Shop by Fares tab is initially active.
. If you selected Schedule on the previous page, then the Shop by Schedule tab is initially
active.

(Click either Shop by Fares or Shop by Schedule - whichever applies - for the appropriate help

information).
SEATTLE, WA TO ATLANTA, GA Print / Email
Trip Summary MON, OCT 26 - FRI, OCT 30
= Hide matrix
(:{;\‘ Select Flights n y
. A a . = =
S T A Deit United Ameri Multipl Alask
e elta ni merican ultiple aska
SEA - ATL == Airlines Carriers Airlines
Qutbound: Men, 2015-10-26
Retumn: Fri, 2015-10-30
:':::‘:;z 5 results - 1 results
Selecta Car Pemve 41]' i 12 results 8 results 14 results 6 results 1 results
results
Days: 4
ATL - Terminsl
e 2<tops - 1 results -
- 1 results
Pick-up: Mon, 2015-10-26
Drop-off: Fri, 2015-10-30 W1 Bagaage Fee Policies Show fare display legend
€ noTE: Please use schedule page to select your flights.
Select a Hotel Remove
Hights: 4 Quthound || Return Serted By: |Depart - Sariest | v
Aisnts, GA
Seattle, WA - Mon, Oct 26
Check-in: Mon, 2015-10-26
Check-out: Fri, 2015-10-30 Displaying: 48 out of 48 results. <= Previous 12345 Next=> | Al
Carrier Depart Amive  Stops Class Seat Map
. A Delta 1634 SEA 600 =»  ATL 1346 0 Economy
Quote for Price -
40 46m: Boeing 737-900; (Worldspan)
Change Flight Search ~ = | United #1323 SEA 616 = EWR 1434 0 Business [V ]
e} N United #0558 EWR 528 = ATL 1806 0 Business [ |
Outbound - Men, Oct 26 -~ Quote for Price
8h50m: Boeing 737-B00, Airbus Industrie A320-100/200; [Worldspan)
[ J
Pet N 1 = ] United #1329 SEA 616 = EWR 1434 0 Business [ |
[ J N
United #0507 EWR 17:27 ATL 2007 0 Busness [
Amve 13:46-23:18 Quote for Price 8 e i ]
10n51m; Bosing 737-800, Airbus Industrie A31S; (Woridspan)
I Display Settings A l

Step 3: Select a rental car

If you requested a car on the Flight (or Air/Rail) Search tab, the rental car search results appear. For
information about booking a rental car, see Booking a Car in this document.

Step 4: Select a hotel

If you requested a hotel on the Flight (or air/Rail) Search tab, the hotel search results appear. For
information about booking a hotel, see Booking a Hotel in this document.

Step 5: Review the Travel Details page (itinerary)

Review and change your itinerary, if necessary.
1. In the Trip Overview section:
a. Review the information for accuracy.

b. Inthe | want to section, print or email as appropriate.
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c. Inthe Add to your Itinerary section, add a car, hotel, etc., as necessary.
2. In the Flight section:

a. Verify the information for accuracy.

b. Click Change Seat to select a difference seat (depending on the airline).

c. Your company might allow you to change your flight from the itinerary page. If so, click
Change, and then follow the prompts to change your outbound or return flight

Travelers given the option to change a flight will be able to select a different date or
time for the trip, but must stay on the same airline.

Note: Changing a flight can result in fare changes. If this option is available to you,
please make sure to check with your travel agency on fare differences.

d. Click Cancel all Air, if necessary.

Review the remaining sections as necessary, and make the appropriate changes.
4, Review the Total Estimated Cost section.

Click Next.

The Trip Booking Information page appears.

ik SRy Travel Details

Car Reserved TRIP OVERVIEW

Days: 4

ATL - Terminsl I'want to... Trip Name: Trip from Seattle to Atlanta et Add to your Itinerary
Pick-up: Man, 2015-10-26 ) Start Date: 2015, October 26 @ e
Drop-off: Fri, 2015-10-30 End Date: 2015, October 30 - T

Created: 2015, October 02, William Mever (Modified: 2015,
Ocfober 02)

Description: (No Description Available) Ei

/.
'@ Finalize Trip

Review Travel Details Agency Record Locator: 3JDSC5
Enter Trip Information
Submit Trip Confirmation Passengers: William.N Never

Total Estimated Cost: $547.13 USD pesis

Airfare must be ticketed by an agent by: 2015-10-04 2:00
Eastern

RESERVATIONS

2015, October 26, Monday

Flight  Seattle, WA (SEA) to Atlanta, GA (ATL) Cancel all &
Delta 1694

Departure: 6:00 Confirmation: GNC79D

Seat: 35C«  Change Seat Status: Confirmed

Seattle Tacoma Intl Arpt (SEA)
Duration: 4 hours, 46 minutes
I

Step 6: Review the booking information

Use the Trip Booking Information page to enter additional information about your trip. Then:

1. Enter or modify your trip name. This is how the trip will appear on your itinerary and in the
automated email from Concur.

2. Enter a trip description.

3. Enter any comments for the travel agent. Refer to your company policy for information

regarding the use of the agent’s comment field.

NOTE: Be aware that making an entry in this field will likely generate an agency fee.

© 2004 — 2015 Concur. All rights reserved. 4



4, Indicate if there is anyone else who should receive the initial confirmation email. Enter as many
recipients as needed. Separated by commas.

. If you book the trip, you will automatically receive the email.
. If you book as an arranger, you will also receive the email.
5. Choose your preferred email format, either plain text or HTML. Some companies do not offer

travelers this option and always send plain-text email.

6. Depending on your company’s configuration, you might be able to choose whether you would
like to receive directions or maps to the hotel. This information will be part of the initial email
from Concur.

7. Depending on your company’s configuration, your company may require billing information. If
so, make sure to complete this information if requested.

NOTE: Your company might offer its travelers the option to Hold a trip. Travel will always
display the length of time this trip can be held on this page. Pay close attention to the
date and time displayed; if the trip is not submitted, approved, and ticketed by the date
and time displayed, in most cases it will be automatically cancelled.

8. Click Next. Concur displays your itinerary on the Trip Confirmation page. This itinerary will
include any messages about ticketing policies.

T Trip Booking Information

The trip name and description are for your record keeping convenience
Car Reserved
b Trip Name Trip Description (eptional)
st This will appear in your upcoming frip list. Used to identify the frip purpose
ATL - Terminal Soen i E DI g

Trip fr Seattle to Atlant:
Pick-up: Mon, 2015-10-26 e a0 AN

Drop-off: Fri, 2015-10-30

o Send a copy of the confirmation to: @

\of ) Finalize Trip
Aol
¥ Review Travel Details send T Contaati
Enter Trip Information end my email confirmation as

bmit Trip Confirmation @HTML OPiain-text

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 or has deposit required will not be cancelled.

e
Step 7: Purchase the ticket
1. Click Confirm Booking to send your request to the travel agents. The Finished! screen shows

your confirmation number and information to contact the travel agent.

2. Click Return to Travel Center.

© 2004 — 2015 Concur. All rights reserved. 5



Booking a Car

Step 1: Use the Car = tab

If you require a car but not airfare, request the car using the Car ¥4 tab instead of the Flight + (or

Air/Rail ‘i‘@) tab. To do so:

1. Enter your pick-up and drop-off dates and times.
. In the Pick-up car at section, select either:
. Airport Terminal and then type the city or the Airport code
. Off-Airport and then enter (or search for) the location (depe

configuration, you may be able to have a car delivered to or
company location)

4 & = O
Car Search
Pick-up date Drop-off date
12:00[v] 12:00[ %]
Pick-up car at
(®) Airport Terminal () Of-Airport

Please enter an airport.

D Return car to another location

2. Select Return car to another location, if desired. Additional
fields appear. Choose the desired location.
3. To see additional search preferences, click More Search Options.
. Select the Cr Type.
NOTE: Hold the Ctrl key to select more than one type.
. Select smoking or non-smoking.
. Select the preferred vendors.
4. Click Search. The rental car search results appear.

Step 2: Filter the results (if desired)

There are two sets of filters: one at the top of the page and one at the left si

i ¥ More Search Options

Car Type (Sefect up fo 3 )
Economy Car

Compact Gar ~
Intermediate Car
Standard Car W
Full-size Car
Smoking
Don't care V]
Preferred Car Vendors
Mo vendors in profile. EA"}' Vendor
DAws*
[ ]Dollar*
|:| Enterprise®
Your company prefemred vendors will be included in the search
with your preferences.
*Indicates major vendor.
Search

Left side of the page: Use the show ~ and hide . arrows as needed.
. In the Car booking options area, select other desired options.
0 Car program information:

0 Select a different program, if available.

O To add a program, click the Add car Mileage Program link.

. If you set up a credit card as the default in your profile, the ca
desired.
. In the Change Car Search area:

rd appears. Change if

0 Change your pick-up and drop-off dates and times; change your pick-up location;

change your drop-off location.
0 Expand More Search Options to select car type, vendors,
0 Click Search. Travel displays the new results.
. In the Car Display Filters area, select the desired options.

Matrix - Top right side of the page: Use the grid to filter the results.

etc.

. Your company may display only its preferred vendors in the left column.

. The shaded column, if any, displays the type of car defined in

© 2004 — 2015 Concur. All rights reserved.
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policy.
° To see a particular size of car, click the cell with the car size. The search results below
will reflect that choice.

° To see cars for a particular vendor, click the cell for that vendor. The search results

below will reflect that choice.

° To see cars of a particular size and a particular vendor, click the appropriate cell. The

Step 3: Sort

search results below will reflect that choice.

the results (if desired)

Below the matrix is the Sorted By list. Select the desired sort option.

Step 4: Review the results

Note that the color of the Select button reflects policy compliance.

PICK UP: (ATL) ON MON, OCT 26 12:00 Print / Emal
Trip Summary RETURN: FRI, OCT 30 12:00
—— Hide matrix
"_”i!d’j Selecta Car i o ai
T fifs.j,,--!. 18 vemils Econom y Car Intermediate Car
Pick-up: Mon, 2015-10-26 i
Drop-off: Fri, 2015-10-30 AVIS
)
[ .~ 4
Change Car Search v
Car Display Filters ~ Sorted By: | Palicy - Most Compliant [+
[ air conditioning Economy Car (Worldspan, oreinfo gl
] Hybrid
Car Transmission $45.00 per day
[] Automatic
[ manual
Economy Car (Worldspan Hertz
$46.00 per day _‘;?‘"‘E»
Select
=
Intermediate Car (Worldspan nore info et
Also:
. Review the price and options.
. Click the picture of the car (if available) to see a larger picture as well as passenger and
luggage capacity.
. Click more info for more information about the available options.

Step 5: Select the rental car

1. Click Select. (The color of the Select button reflects policy compliance. A green button indicates
the car is within company policy. A red button indicates the car is not within company policy.)
2. The Review and Reserve Car page appears:
. Review the details for accuracy.

Select a program if desired.

Select a method of payment, if necessary.
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Click Reserve Car and Continue.

Then:

. If you requested the car using the Flight + (or Air/Rail +§) tab and you elected to
reserve a hotel room, Travel now displays those search result pages.

. If not, your Travel Details page (itinerary) appears and you can complete the booking.

Booking a Hotel

Step 1: Use the Hotel I= tab

If you require a hotel but not airfare, use the Hotel I*==i tab. To do so:

1.
2.

Enter the check-in and check-out dates (or click each field and use the calendar).

Enter the search radius and choose either miles or kilometers. Concur will always show company
preferred hotels within a larger radius, usually 30 miles or kilometers.

Choose to search near an airport, near an address, near a company location, or near a reference
point / zip code (a city or neighborhood).

If you will be using more than one hotel on your trip, select the Add Another Hotel check box.
Additional fields appear. The Check-in Date field for the second hotel is automatically populated
with the check-out date of the first hotel. Change as necessary.

Click Search. The hotel search results appear.

Step 2: Change and filter your search (if desired)

There is a filter set on the left side of the page. Use show ~ and hide « as needed.

© 2004 — 2015 Concur. All rights reserved.

. In the Change search area:
0 Change your check-in and check-out dates; change your hotel location.

0 Click Search. Travel displays the new results.

. Use the slider in the Price area to narrow your search.
° In the Hotel chain area, select the desired hotels.
. In the Hotel Amenities area, select the desired options.



Step 3: Review the hotel map (if desired)

Review the hotel map. Click any green "balloon" to see specific hotel information. Click, zoom, and move

the map as desired.

CHECK-IN MON, OCT 26 - CHECK-OUT FRI, OCT 30 Hide Map Print / Email|
= n A ; &5 Pan
n = A & OMASVILLEWE[GHTS - Gresham Park
sgangford: Pl =166 | s
L COLONIAL HILLS *
o 154 Headlang + o
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Step 4: Sort the search results (if desired)

Below the map, select from the Sorted By list to sort the results. Enter hotel names, if desired.

Step 5: Review the results

Expand All Details

1. Days Inn Airport Best Road S :Tizwinyzax
A picture as well as the name, address, rating stars, and price = T
B e 0308 60
range appears. oY s
Click the picture to see more images. Epm——— S
. . . . BIA s
Click more info to see contact information, street address, Py e 360
. . . . . . TN i e rate ths hotel
cancellation policy, and information about the facility. = R

Click choose room to see:

3. Sleep Inn Atianta Airpert

S :nce-w-Eaar
. The available rates w885
. Other amenities per room/rate T 2
° Rate details and cancellation policy : "”:‘M“‘“ s m,,, v
Step 6: Compare the results —_

To compare hotels, click compare for the desired hotels. The selected hotels "float" to the top of the list

for easy comparison.

Click remove to move a hotel out of the comparison list.

Step 7: Select the hotel room

1. Click Select. (Note that the color of the Select button reflects policy compliance.)
2. The Review and Reserve Hotel page appears. Navigate through the page and:
. Review or modify the room preferences.
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. Verify or modify the guest and program information.

. Review the price information.
. Select a form of payment, if available, as defined by your company's
configuration.
. Review the rate and cancellation information.
3. Select the | agree to the hotel’s rate rules, restrictions, and cancellation

policy check box.

4. Click Reserve Hotel and Continue. Your Travel Details page (itinerary) displays.

Creating an Expense Report Based on a Completed Trip

If you use Concur Expense, from the Upcoming Trips tab, you can create an expense report based on a
trip.
To create an expense report based on a completed trip:

1. On the Concur Home page, on the Quick Task Bar, click the New task, and then click Start a
Report.

OR

On the menu, click Expense > Manage Expenses (on the sub-menu). Under Active Reports, click
the Create New Report tile.

2. Complete all required fields (indicated with a red bar) and the optional field as directed by your
company. (The fields that appear on this page are defined by your company). Some products
might go directly to the expense reporting page.

3. Click Next.

The expense report page appears. At this point you can add your out-of-pocket expenses and
your company card transactions.

Note the following - The Expense link appears when the actual expense is incurred:

. For hotel and car segments, the expense is actually incurred at check-out or when the
car is returned, so the Expense link will not appear until the trip is completed (the last
date of the trip).

. For an air expense, when the Expense link appears depends on the company's

configuration.

0 If the Expense configuration allows air to be expensed when it is paid for (generally
well in advance of the actual trip), then the link appears once the air has been
ticketed.

0 If the Expense configuration does not allow for pre-trip air reimbursement, then the
link appears after the trip is completed (the last date of the trip).

Status Start Date End Date Action

2015-04-09 2015-04-13 Expense

201504-09 20150412 Expense

2015-04-09 2015-04-11 Expense

20150525 20150528 Expense

2015-05-25 2015-05-28 Expense
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