
Introducing the 

 

 

 

Travel Program 



Why are we implementing a Travel program? 

 One-stop shopping for travel booking 

 Visibility into travel spend and patterns 

 Increased traveler safety 

 Leverage  PLS’ overall travel spend to negotiate 

favorable discounts and benefits with airlines, hotels, 

and rental car companies over time 
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What is a travel management company & what 

benefits do they provide? 

 A Travel Management Company (TMC) is a travel agency for 

businesses. They are here to help you through the travel 

process from researching flights, booking tickets, changes 

to itineraries, and questions during your trip.  

Benefits 

 Managing unused tickets: If you have to cancel a flight—

they will manage your cancelled tickets to be sure they are 

applied to future trips 

 Rebooking a delayed or cancelled flight: If you are at the 

airport and your flight is delayed or cancelled, call an agent 

and they will help get you rebooked 

 Traveler Safety: Booking through  the TMC will give PLS 

visibility to see if anyone is at risk should there be any type 

of emergency  

 Future discounts: When everyone books through one 

source (the TMC), PLS gains insight into travel patterns. 

These can be used to negotiate discounts with airlines, 

rental cars, and hotels in the future 
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Who is PLS’ Travel Management Company (TMC)? 

 TSI is a global TMC with excellent reporting & traveler 

safety features and access to great hotel discounts 

 They are headquartered in Dallas, Texas with 

representatives in Chicago, New York, and Los Angeles 

 PLS’ account representative is Jennifer Legittino 

 Assist PLS achieve program goals 

 Help resolve account issues 

 Concur Travel is a one-stop shop to book air, hotel, rail and 

rental car online.  

 TSI agents will have access to all bookings made 

through the Concur website  

 Concur is the North American market leader 



Booking with TSI 

There are 4 ways to make a reservation with TSI: 

 Via phone: 214.915.9211 or toll-free 855.282.3482 

 Via email: pls@tsiusa.com  

 Travel request form (on portal) 

www.tsiusa.com/pls/clienttools/index.asp 

 Through online booking tool (Concur) & the PLS 

Travel Portal:  

www.tsiusa.com/pls 

When should you call versus using Concur? 
 If you are booking for executives that want to sit 

together  

 If you are booking a complicated multi-segment 

flight 

 If you are changing an airline reservation 
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http://www.tsiusa.com/pls


TSI Communication Channels 
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 Who do I contact: 

 When there is an issue with an online 

booking?  

 onlinesupport@tsiusa.com or call  

    214-915-9495 or toll-free 866-868-1028 

 When a traveler has an issue with a previous 

trip?  

 comments@tsiusa.com 

 Log for review with TSI 

 When there are problems with an in progress 

trip?  

 Call the reservation team or after hours 

team for immediate attention 

 For account needs such as adding a 

frequently used hotel to a negotiated list?  

 Account Manager: jlegittino@tsisua.com 

or  

    call 630-875-6324 

 For assistance planning group and 

meetings?  

 groups@tsiusa.com 

 Bookmark the PLS Travel Portal for easy access 

to the TSI resource 

mailto:onlinesupport@tsiusa.com
mailto:comments@tsiusa.com
mailto:kgoodwin@tsisua.com
mailto:groups@tsiusa.com
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What information is on the PLS travel portal? 

Under Help, Tips, & 

Tricks you can find: 

 Walk through 

guides for the  

booking tool 

 TSI training dates 

to join a webcast 

walkthrough of 

the tool 

 TripCase 

Overview – 

itinerary details 

The log in area to get 

to the Concur online 

booking tool is in the 

upper right hand 

corner 

Contact information for reservations 

and TSI customer service is found in 

the center of the portal 
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 Log onto the PLS travel portal 

www.tsiusa.com/pls 

 Select “Forgot Password” 

 Follow prompts  

 Login ID: Enter your business email address 

 Click “Send me an email with a link to reset my password” 

 Follow the link once you receive the email  

 Sign-in 

 Select the Profile tab and complete your personal information 

Please double check all information is correct and that your 

name appears EXACTLY as shown on your drivers license 

or government ID. 

Getting started with the online booking tool (Concur) 
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 Pop ups are for tracking purposes only, as you book through 

the tool you will see them for: 

 Purchasing non-refundable airline tickets  

 Airline purchases that are $200 more than lowest logical 

fare (A logical flight has no more than 1 connection and is 

on the same selected dates) 

 When updating your profile, if you leave the passport 

information blank 

 Agreeing to hotel cancellation policies 

 If you have not entered your frequent flyer numbers in 

your profile you will receive pop-ups when trying to 

reserve “preferred” seats on your flight 

 Option to add a Taxi or Park’N Fly to your trip 

When I book my travel I am seeing pop-ups on the 

tool – what are they for? 

Pop-ups will never stop you from booking your reservation! 



10 

 When adding a hotel /car to a pre-existing airline 

reservation open the itinerary from your Upcoming Trips 

tab and select Add Hotel/Car 

 This ensures that your reservation is linked 

together (if you cancel/change one the agent will 

know to change the other portions of the trip) 

 You will not incur a fee for opening a new 

reservation 

 To book Southwest or other low cost airlines, you must 

include the airports that those carriers use (e.g. a search 

for ORD to PHX will not show a Southwest flight, but ALL 

Chicago airports or MDW to PHX will) 

 You can add your flights to your Outlook calendar by 

clicking on the Virtually There link in the confirmation 

email and selecting Add to Calendar from the left sidebar 

(Note: confirmation emails may take up to 15 minutes) 

Tips for booking on the online tool 



11 

 Hotels: 

 PLS’ store locations have been loaded – when you 

select your destination city the hotel dropdown menu 

will be automatically populated with the nearest PLS 

store locations 

 If you wish to reserve 2 hotel rooms for a single 

reservation (e.g. one near the airport and a second 

near the store site); reserve one and then once on the 

itinerary page select “Change dates” and select the 

correct hotel night(s). Once back on the itinerary page 

select “Add Hotel” to add your additional hotel room 

for the remain date(s) 

 Direct Billing: To replace “prepaid” hotels – TSI can 

setup direct billing by providing the hotel a copy of the 

PLS Service Center credit card 

Tips for booking on the online tool 
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After selecting your 

itinerary, your hotel option 

(if applicable) and naming 

the trip, you will be taken to 

a final “Confirmation page” 

– You have not purchased 

the itinerary. 

 

To Purchase your 

itinerary you must click 

“Purchase Tickets” 

button at the bottom of 

the page.  

Tips for booking on the online tool 



13 

When you select “Purchase Tickets” you have 

completed reserving your itinerary and the 

Concur “Finished!” page will appear. 

How will I know when my tickets have been 

purchased? 



Seat Map Comparisons 
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Concur shows all available seat options – but most are highlighted as 

“Preferred Seats” for this flight whereas in the American seat map 1 for a 

restricted economy ticket only 6 seats show as available. It is not until you 

increase your fare class (seat map 2) that the remaining “preferred seats” 

appear. Both sites are reflecting the SAME inventory. 

Concur seat map American Airlines seat maps 

1) 

2) 
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 Agent booking: $25.00 

 Online booking: $12.00 

 Void (Cancellation within 24 hours*): $15.00 

 After-hours call: Additional $15.00 

 Online Technical Support: $15.00 

 

TSI Fee Information 



Limiting Emails to Guest Travelers   
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For Guest Traveler Bookings, include only the Email Address and Phone 

Number you would like Concur or TSI to utilize to contact the traveler. 

1) 

2) 

Instead of the traveler’s email 

address or phone number, 

input the person you would 

like to be contacted.   


