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What is TravelUVA?

The University’s travel program
for university-related travel

Travel Agents & Customer
Online Booking Service &
Tool Communications
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40+ Travel
Contracts




What is TravelUVA?
40+ Travel Contracts

Airlines

* American (and partners)
* Delta (and partners)

e United (and partners)

e Southwest

Car Rentals & Ground
Transportation

* Enterprise/National
* Hertz

» 23 Motorcoach, Limo, and
Executive Transportation
Services

* Lyft

Hotels

* 17 Local Hotels

- New hotel contracts
coming this Fall!

Other Services

e CISI International Health &
Emergency Assistance
Insurance

- Automatically enrolled
when you complete the
international travel registry

TRAVELUVA



What is TravelUVA? Christopherson

Travel Agents and Online Booking Tool BUSINESS TRAVEL

mmmeel  Booking Options

* Concur Self-Service Online Booking Tool
* Designated Adyvisors- available via phone and email

mmel Functionality

* NO FEE for online bookings

- Advisor Fees: $26 domestic, $35 international
* Real Time Availability
* Lowest Fare Guarantee

== Benefits

* Customized for UVA employees and policy
* Discounted rates pre-loaded
* Travel Alerts

e Profile Creation

* Create a customized traveler profile

- Preferences and rewards programs
] - Profile info automatically applied to bookings

TRAVELUVA



What is TravelUVA?
Customer Service & Communication

TravelUVA team available via email and phone to answer
questions- Travel@virginia.edu

z> Tracking your feedback with surveys

Tracking unused tickets

z> Unused ticket lists sent to each MBU quarterly

TravelUVA Website & Monthly Newsletter

Departmental presentations, Annual Travel Expo, Special
Events (i.e. Real ID Days)
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mailto:Travel@virginia.edu
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2-10+% Discount
Preferred Seats
Priority Boarding

Frequent Flyer Miles
Name change
flexibility

Flight Protection

ey

Discounts

Flexible cancellation
Shuttle or walking
distance to Grounds
for most properties
No individual
contracts for
events/groups

Traveler Benefits

o

Discounts

Upgrades

Status matching
Waived second driver
fees

Insurance included
Direct bill accounts

TRAVELUVA



Rental Car

Discounts

Enterprise /National

* Use the leisure code on
the Travel Contracts

page
Insurance not included

Hertz

* Use the leisure code on
the Travel Contracts
page

* Insurance not included

Flight
Discounts

United

* Register for the Break
for Business discount
using your UVA email
address

Southwest

* Link UVA's Company ID
to your Rapid Rewards
account

Vacation
Program
Discounts

American

* Book via the unique link
on the Travel Contracts

page

Delta

* Apply promo code to
your flight + hotel
booking

Personal Travel Discounts

TRAVELUVA
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How to Book Online with TravelUVA

. Instructions for how
Travel Plannlng to build a profile

© & & &

Booking Travel International Travel Lodging Air & Rail

&

Vehicle Rental Ground Transportation Paying for Travel

&

&

TRAVELUVA

Launch TravelUVA Travel Contracts ‘

TRAVELUVA




I 400909
How to Book Online with TravelUVA

CHRISTOPHERSON @ Carol Harouff +

BUSINESS TRAVEL

AirPortal 360™ Dashboard % University of Virginia (UVA) v

Last Name: Agency Locator: Ticket Number:

Collapse [ Expand Menu C H R IS'I‘ [

) Dashboards BUSIMNE:!

Wiy Trawael Dashboard

My Trav

My Trig

Curr

Reporting

L] . -
. . . . i Ui
ransferring data from domo.dl .sc.omtrdc.net...
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Access your

How to Book Online with TravelUVA

SAP Concur

Travel UVA

Hello, Danae

TRIP SEARCH

Booking for myself | Book for a guest

Search by

X = = = @
travel type

Flights to 2anctioned countries cannot be purchased in
Concur. Please contact a Chrigtopherson advigor at 1-
B44-4UVA-CEBT (1-844-458-2228). They will require a
travel authorization obtained from the Office of Export

"Basic economy fares are not available in Concur,
Though the ticket price of a basic economy ticket may
be less than a standard economy fare, the benefits and
protections offered by UVA's contracts with American,

Delta, and United far cutweigh the small difference in
fare. Basic economy iz discouraged for University

Mixed Flight/Train Search

=1
=)

Find an airport | Select multiple airports

Find an airport | Select multiple airports

Administration =

Profile « &

00

View Trips
ALERTS
0 Triplt creates a schedule with all your travel details in one place, accessible on Android or iFhone.
Simply connect your Concur account to Triplt. Mot right now

COMPANY NOTES

Travel UVA

Helpful Links:

TravelUVA Online Support Help Desk, 888-535-0179 - onlinesupport@cbtravel.com

Advisor Contact Information, 844-488-2228 - uva@cbtravel.com
Read more

MY TRIPS (0) -

You currently have no upcoming trips.

Helpful
information

from the
UVA Travel

TRAVELUVA



Profile Setup

My Profile - Personal Information
RGUired Field .JumpTu:|F‘ersonal|nl0lmaliun v|

Disabled fields (gray) cannot be changed. If there are errars in these fields, contact your company’s travel administrator.

M |dd |e N ame Fields marked[Required] and [Required™] (validated and required) must be completed to save your profile.

Phone Numbers

/\ Important Note

Your Mame and Airport Security: Please make certain that the first, middle, and last names shown below are identical fo those on the photo identification that you will be presenting at
the airport. Due fo increased airport security, you may be tumed away at the gaie if the name on your identification does not match the name on your ticket.

Title First Mame Middle Name[Required] Pi=ferred Name Last Name Suffix

~ | | Chris Test 1 C

3 1o Middle Mame ]

Contact Information Go to top

A mobile phone number is recommended so the airlines may contact you in case of a flight status change while you are traveling.

Work Phone[Required™] fWork Extension Work Fax 2nd Work Phone/Remote Office
999-999-9999 | [ (| 9952999999 |
Home Phone[Required™]
999-999.9999 |
Pager Other Phone
|| |
| 1 |
Mobile Phone Country/Region ' Mobile Phone[Required™]
| United States of America (+1) +|||999-995-9399 |

**You must specify either a home phone or a work phone.

TRAVELUVA



Profile Setup

travel a little easier.

International travelers: Many countries do not allow entry without a round-trip ticket. Be sure that you know the requirements for the country you will visit
in advance of your travel and plan accordingly. Please visit http:/ftravel.state.gov/content/passports/en/passports.html to check Visa requirements.

Passports

|:| | do not have a passport

Passport Nationality

United States of America

International Visas

Assistants and Travel Arra

Please select the individualg
D Refuse Self Assigning Assisty

Your Assistants and Travel

@ Add a Credit Card - Internet Explorer = B3

e — —
https://www.concursolutions.com/profile/ CreditCardEditor.asp?ulD=gWibawVkXbooKRUI7 Ls5sBEEDVGVIHSKFIAE &

|1

ration

TTETZETT, Carme

Harouff, Carcl R.

Hildebrand, Dolores J.

McGowan, Carrie S. (Primary 1

Credit Cards

When adding or editing a

personal card

Connie's Travel

- Go to top

Add a Credit Card

Enter the appropriate information for the credit card you'd like to use below. Use the "Display Mame" fisld to label the card so
you can easily identify and select it when using features that reguire a credit card transaction. All fields are required.

Display Mame (e.g., My Corporate Card) Your name as it appears on this card
| Connie's Travel and Expense Card | |Conn|e Smith |
Card Type Credit Card Mumber Expiration Date

|‘.-’18.-’1\ -|| | |'12 -|

Use this card as the default card for:
] Plane Tickets [« Rail Tickets [] CarRentals [ Hotel Reservations

|2ms -|

Billing Address: Enter the billing address for this craedit card below. If this iz & personal credit card, the billing address will
typically be your home address. If it's a company card, the billing address might be your company address. The billing
address must be the address where the bills for this card are currently delivered, not where you would prefer they be
delivered. This information is used to verify your identity during credit card transactions. Your credit card may be declined if
your billing address is inaccurate.

Mote: Billing Addresses longer than 30 characters may cause certain Airlines (Dirsct Connects and Web Bookings) to decline
your credit card. Please abbreviate long addresses if possible.

Street Use this address

170 B 400202 | —
City State Zip/Postal Code

| enartottesvine | [+rginia || 22204 |

Country
| United States of America

< i

[+] Add a Visa

I Goto

[+] Add an Assistant

T
i i
# @
# i
B

§+] Add 2 Credit Card

s @
s O

T&E Card is the
preferred method

of payment for all
travel expenses

TRAVELUVA



ravel Assistants

Travel Assistants have
permission to book
travel and update the
profile on behalf of the
traveler

One-time setup

TSA info
automatically added
to bookings

Traveler still receives
all travel alerts

travel a little easier.

International travelers: Many countries do not allow entry without a round-trip ticket. Be sure that you know the requirements for the country you will visit
in advance of your travel and plan accordingly. Please visit http:/ftravel.state.gov/icontent/passports/en/passports.html to check Visa requirements.

Passports

|:| | do not have a passport

Passport Nationality Passport Number Date Issued Place Issued (City, 5tate) Country Issued Passport Expiration

United States of America HODODOCO00 10/M15/2011 United States of America 10/ 4i2021 v ﬁ

International Visas [+] Add a Visa

& Add an Assistant - Inlﬂm = =

Assistants and Travel Arrangers 'E https://www.concursolutions.com/profile/AssistantEditor.aspiu ﬂ! Goto top

Please select the individuals within your organiz; Add an Assistant for you.
D Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers Please select the individuals within your organization that

=T you would like to give permission to perform travel functions i v
for you.
= ™
McGowan, Carrie S. (Primary Travel Asst.) pel? 0 rs m
Assistant
Harouff, Carel R. Harouff, Carol R bel? o rd ﬁ
. Harouff, Carol R. - -y
Hildebrand, Dolores J MB-Procurement and Supplier Diversity Servics| pe! 0 s m

crh7p@virginia.edu

4349244354 t
“Tndividuals/Groups with no work phone number in
their profile cannot be designated as primary assistant

for travel
| T

When adding or editing a credit card, you muy

b [+] Add a Credit Card
Connig’s Travel and Expense Card HOOE-H00-20006-1111 Exp: 12/2020 9 @ @ @ s ﬁ
personal card HH-M0-000- 1234 Exp: 09727 rd ﬁ
Save

 Go to top

{+] Add an Assistant

o AL
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Travel Assistants- How to Book

Hello, Chris

Help =

Travel Centes
SAPC[E ravel App Center S &

Tl'a\fel U VA Chris Offerzen

™ Hello, Chris Profile Settings | Sign Out

:.'f..: Acting as other user E

TRIP SEARCH ALERTS | v|
) ) - ) Triplt creates a schedule with all your travel detsils in one place, acy Offerzen, Chris Six {Test &)
a‘ Booking for myseif | Book for 2 guest Simgply connect your Concur account to Triplt. M TestE
testE@vinginia.adu [Emally
.jh = = = g 990-393-9999 ¢ %) |
COMPANY NOTES
Flights to 2anctionsd countries cannot be purchaszed In
Caoncur. Pleags contact a Christophersan agent at
1-B800-288-0767, 5L They will requirs & travel
authorization abtained from the OfMics of Expart
Cantrale. : TI'ﬂ\"E' UUA
Mixed Flight'Train Search
Helpful Links:

| Raund Trip | One Way Mull Clty | TravelUVA Online Support and Agent Contact Information
From € Know Before You Go
|:;-=- & city, alrport or rain statian | f—

Find an sirpart | S=iect multipls aimors

ne | MY TRIFS (D) -

Find an girport | Select muilipls alpors

“fou currently have no upcoming trips.

TRAVELUVA



Travel Assistants- How to Book

Offerzen, ChrisSix

LS

SAP Concur [C] Travel

TravelUVA

Offerzen, Chris5ix

TRIP SEARCH

H = = = &

Fligniz fo sanctioned countries cannot be purchaszed In
Concur. Pieass contact 8 Christopherson agent at
1-500-286-0TETy . They will reguirs a fravel
authorization obtained from the OfMce of Expart
Conirals.

Mixed FlightTrain Search

[ mounaTmp [ oneway | WL ity |

Findean mrcat | Ssiect muticls simors

Finden sirport | Bsiect muitiple almports

Shaw Mare

Acting as -
Offerzen, ChrisSix

00

“iew Trips

COMPANY NOTES

TravelUVA

Helpful Links:

TravelUVA Online Support and Agent Contact Information

Know Before You Go

Click here for information for local contracted Charter Bus Services

Important Information:
The Concur system requires all employee fravelers to have a profile. Find out how to set up a profile at Getting Started.

Preferred Seats on AA and DL:

AA - For complimentary access to Preferred Seats on American Airines please visit seatsslect as.com after booking your flight in
Concur. Input your last name and American Airlines record locator (found on your itimerary ). select your desired sest, and confirm. Your
AhAdvantage frequent flyer mumber must be included in your reservation.

DL - Travelers who hawve booked travel on Delta Airdines in Concur or using a CET agent may download the Delta app on their phones to
pick complimentary preferred sesting, imcluding exit rows seating, if available, and partake of Zone 1 boarding st the airport. our
SkyMiles frequent flyer number must be included in your reservation.

Company Naotes

University fravel policy will autormatically be applied. If you are using Sponsored Research funds to pay for travel (in part or whole),
additional guidelines from the sponsor agreement that are more restrictive than University policy, may spply. Review the terms of your
agreement and se= the Office of Sponsored Programs site for additional information.

CET Lowest Price Guarantee for Concur Air Bookings:

Submit the itinerary to CBT vis your travel agent team or the online helpdesk within one {1} hour of the original booking. The lower rate
must be awvailable for booking on Concur or other US-based website at the time you contsct CBT. The price guaranie= is available only
for exsct itinerary matches -- same sir carrier, class of service, identical fare rules and restrictions (including applicable refund, changs
and cancellation policies), the exact same dates, flight numbers and times of trawel for all legs of the trip. Click here for more details.

TRAVELUVA



Travel Assistants

Travel

Step 3

Upcoming Travelers
* See everything you've
booked for other
travelers in one place
I’m Assisting tab
* View everyone you
are an assistant for

f

Arrangers

..‘ Booking 10Mmyasalf | Book for a guest
AR = = = @

Flights to sanctioned countries cannot be purchased in
Concur. Please contact a Christopherson advigor at 1-
B44-4UVA-CBT (1-844-488-2228). They will require a
travel authorization obtained from the Office of Export

"Basic economy fares are not available in Concur.
Though the ticket price of a basic economy ticket may
be less than a standard ecenomy fare, the benefits and
protections offered by UVA's contracts with American,

Delta, and United far outweigh the small difference in
fare. Basic economy is discouraged for University

Additional Features

App Center

Help -
Administration+

Profile « ||
Trip Library

Templates Tools

Travel Arranger View

Travel Alerts

© Triplt creates a schedule with all your travel details in one place, accessible on Android or iPhone.
Simply connect your Concur account to Triplt. (el WR T Mot right now

¥ D

Upcoming Travelers )/ Company Motes | I'm Assisting.
[

Display Options Weather

Controls. Quick Search Start Date End Date

(o JEOE

@ Minimize All | Filter Results by Name:l |

Local Weather

travel. Please enter an airport. @

Mixed Flight/Train Search

and remove yourself [

Round Trip One Way Multi City |
as an aSS|Sta nt |f From @ Mo one is traveling during this time period.
|Depar1ure city, airport or frain staticn El |
n eed ed Find an airport | Select multiple airports
T}

Trip Library tab

|f~'rri'e'.3l city, airport or train station |

* View past trips you
booked for others.

Find an airport | Select multiple airports

Show More

TRAVELUVA



Technical Issues?

International Travel Registry

Email edo9h@yvirginia.edu

* All Faculty /Staff going on university-related international trips
Who needs to Complete the - Does not apply to personal travel

regisfryg - Traveler must complete registration - travel assistants are not able to complete it on their behalf
- Faculty /staff traveling on a UVA Education Abroad program do not need to complete this registry
Y 9

When should | regisfer? * We recommend registering at the same time you make travel reservations

* Registration takes approximately 10 minutes. You will need:
What information will | need to - Itinerary (travel dates and locations, as well as flight /transit details)

complete the registry? - Emergency contact information
- On-site contact information

Wh)’ do we have an international [EFNEE university to keep travelers safe in case of emergency and initiates enrollment in
travel regis’rry? CISI International Insurance program

18 ‘
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https://iso.virginia.edu/faculty-staff-travel
mailto:edo9h@virginia.edu

What to do now?

Start using TravelUVA to book your travel!
Complete your traveler profile
Set up Direct Bill Accounts with Enterprise and Hertz

Review unused tickets available in your department

Email Travel@Virginia.edu with any questions

TRAVELUVA



FAQs

20

Flight Upgrades

Non-refundable vs.
Refundable Flights

Mixing Personal & Business
Travel

Lodging Per Diem

Additional approval required for:
Domestic: Business or first class tickets
International: First class tickets

Airline upgrades > $350

Rail Sleeping Car ticket

Non-refundable is recommended and can be
cancelled for a credit

Refundable is allowed if necessary

Print a cost comparison at the time of booking

The less expensive of the two itineraries will be
reimbursed

Purchase on T&E card only if the trip with personal
travel is less expensive than the business trip

$300 per night (not including taxes)

Justification and additional approval required if
rate is $600 or more per night



Questions?




THANK YOU!

TRAVEL
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