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Travel Booking Overview:
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 Airfare, lodging and rental cars are to be booked through Concur Travel (preferred) or a TSI USA
travel agent, ITT’s travel management company.

 Airfare: Is billed to your corporate credit card.  Once booked,airfare will appear as an available
expense in Concur Expense. The traveler will need to add the respective airfare along with the
other expensesassociated with the same trip into a report prior to submitting it in Concur Expense.

 Lodging: Hotels are paid by company credit card. At the end of the hotel booking process in
Concur Travel, the traveler will be prompted to select their payment preference. Hotel expenses
must be reconciled in Concur Expense and the folios (receipts) must be uploaded/attached in 
order to support the expenses. If e-receipts are enabled in the travel profile, hotels with the
capability to do so will send the respective folios directly to Concur Expense as available receipts.

 Car Reservations: Rental cars are paid by company credit card. At the end of the travel booking
process, the payment preference will be selected. H e r t z ,  National and Enterprise are the
preferred suppliers.  If e-receipts are enabled in the travel profile, the receipt will appear in Concur
Expense as available receipts. If not, the traveler must upload/attach the final receipt into Concur
Expense.



How to Access the ITT Travel 
Portal
How to Access ITT Concur

How to Set Up Your Travel Profile 

How to Book Travel

See Upcoming Trips or Trip Library
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 ITT’s Travel Portal    

http://www.tsiusa.com/itt/index.htm

Helpful Information

http://www.tsiusa.com/itt/index.htm


 Log into Concur at 

www.concursolutions.com
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Concur Travel and Expense

http://www.concursolutions.com/


 Before travel can be booked, you must update your Profile

 Make sure your name is the same as it appears on your Driver's License (TSA 
requirement for commercial flights). If it does not match, please contact

your manager as it'll need to be changed in Workday

 Fill in all required fields including your date of birth located under TSA Secure 
Flight in the Travel Preferences section along with items such as loyalty reward 
numbers, seat selection preferences, etc.

 Emergency contact information although not required should be filled in as well

Your Concur Travel Profile
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If you do not see the Travel tab then you do not have access to book travel and will need your manager to fill 
out a Profile Request form. You must update your Profile.
Click on Profile, then click on Profile Settings
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 Click Personal Information

 At the next screen complete 

as much as possible
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 Make sure that the first, middle, and 
last names in Concur are identical to 
your Driver’s License. The airline 
ticket must match your ID at the TSA 
checkpoint.

 If they are not identical, let your 
manager know as changes will need 
to be made in Workday.

 Required fields are marked in red 
although it's recommended you 
complete your entire Travel Profile.

 Sections for Loyalty reward 
numbers, seating preferencesfor

flights, emergency contact information,
etc. are located within the personal
information area as well.

 Click SAVE when done.
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Sign into e-Receipts under ALERTS

Booking Travel

View Upcoming Trips

View Past Trips in Trip Library
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This will be your home page. Under TravelAlerts please sign up for e-
receipts. This will help when doing your expenses
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 To begin, go to the Concur home 
page and click the Travel tab at 
the top of the page.

 Click the airplane icon, select and 
enter information into the proper 
fields, click search to review your 
flight options.

 Flight will be purchased against 
your corporate card.

Book a Flight
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If needing to book all
3 segments of travel you 
have an option to mark the 
boxes below the flight 
information. The system will 
flow to those travel 
segments once a flight 
itinerary has been chosen.

TIP:

14



Once you choose your departing and returning flights you’ll get this screen.
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This is what you have selected This is your cost

Click 
on 
view 
fares

After selecting View Fares another screen will populate showing more Air Carrier options. Review 
closely because they might be cheaper but longer layovers, inconvenient times, etc. Scroll back up 
and click on the box with the green arrow.

Select Seat Assignment- Please note ITT Policy does not allow to select upgraded seats. 

Reserve and click Continue



 To begin, click the car icon and enter the pick-up/drop-off dates.

 Hertz is your ITT preferred vendor and should be your first option.

 Rental cars are to be charged to your corporate card. Ask for a receipt
at the time of drop-off as it will be required when submitting your
Expense report.

 Keep in mind that our contract with ITT’s preferred car rental agency
includes Collision Damage Waivers (CDW), so you should decline this
additional coverage when offered.

 Do not choose the vendor’s pre-pay fuel option. Rentals must
be refueled prior to drop-off. Obtain receipts as they will be required 
when submitting fuel expenses for reimbursement.

Renting a Car
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 Select the bed icon

 Enter check-in and check-
out dates

 Enter city/state, address or 
you can choose company 
location

 Hit Search and view 
available hotels

 You must choose ITT
Rates when offered.

 Select your room type

Booking Your Hotel
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 Your corporate card should be 
defaulted for payment.

 Put a check mark after reviewing 
the cancellation policy.

 Please note the cancellation
policy before checking box.

 Review Hotel and Continue.

Select a Payment Method
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Checking out
• Trip Summary will advise what 

portion of the booking process 
you are on. 

• Click “next” on every check out 
page. 

• Failure to complete the 
booking process will result in 
your reservation being auto 
cancelled by Concur. 



• Confirmation #s will be

shown well before the

travel arrangements are

actually finalized.

• Trips have not been

finalized until "FINISHED"

is displayed at top of the

page.
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Concur Mobile App
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 Book Travel

 Cars reserved at airport locations only, not offsite facilities

 Take picture of receipts and download to Concur Expense

 Email receipts from desktop to Receipts@concur.com

 Apple and Play Store – SAP Concur

mailto:Receipts@concur.com


• Login using your login ID 
and password.

Add the CONCUR Mobile
App
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 Airlines:
 Sign up with commercial airline to earn points

 Enrollment is quick, easy and immediate

 Rental Cars:
 Sign up with Hertz #1 Gold for greater access to limited car availability

 Join the Hertz #1 Gold Club

 Sign up for National Emerald Club 

 Enroll to Enterprise Plus | Enterprise Rent-A-Car

 Hotels:
 IHG is a preferred partner for ITT. To join IHG (Holiday Inns, Crowne Plazas, 

InterContinental Hotels, etc.) go to https://www.ihg.com/rewards

Notes: Travelers may keep the miles / points earned through company travel.

23

https://www.hertz.com/rentacar/hertzlink/index.jsp?targetPage=ITT_Welcome_Page.xml
https://legacy.nationalcar.com/en_US/car-rental/loyalty/corporate-Enrollment.html/keyWord=XZ29531.html?locale=en_US
https://www.ihg.com/rewards


Key Contact Info for ITT Concur
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Areas Contact Information

T&E Policy Questions Annemarie.Lewis@itt.com

Travel Booking (TSI-USA and Concur Travel 
Online Booking)

Phone: 214-915-9195 / 866-903-0036
Email: itt@tsiusa.com
Portal: http://www.tsiusa.com/itt/index.htm

Concur Expense / Expense Report Submission 
and Approval ConcurHelpDesk2@itt.com

mailto:Lewis@itt.com
mailto:itt@tsiusa.com
http://www.tsiusa.com/itt/index.htm
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