v

qREZDESK ‘ ADTRAVA

USER GUIDE

uab.edu/financialaffairs/traveling
@ travelservices@uab.edu

O 2059344515

UNIVERSITY
PURCHASING

The University of Alabama at Birmingham



mailto:travelservices@uab.edu
https://www.uab.edu/financialaffairs/traveling

<@ REZDESK
Logging on to REZDESK

Users can access REZDESK via the e I button located on the Administrative System page.

Users will be redirected to the Financial Affairs webpage for Traveling, where they will select the UAB Travel
button to log in to REZDESK via UAB Single Sign-on

UAB Financial Affairs

Financial Affairs Quicklinks =~  UAB Quicklinks ~

Home Paying | Traveling Buying Accounting Budgeting Contracting Reperting Training Forms & Policies

Resources
UAB Travel P-Card RezDesk
Training

& Print B Email

Overview

The rules regarding travel costs vary depending upon the legal relationship of the

traveler to UAB. Before making any commitments for UAB to fund an individual's
travel costs, it is essential that the traveler be properly classified in the context of that Useful Links

Allowability
particular trip. Though many of the rules are similar, the documentation and
procedural requirements are quite different. Please use the tabs on the left to
Coming to UAB: properly identify the employee traveling, and view the related content. All « Entertainment/Business Meals
Prospective Employees reimbursements must have a completed W9 on file before reimbursements will be ) i
* Expenditure Matrix
made. —_—
Employee

Independent

Contractor Coming to UAB: Employee ndependent Contractor
Prospective Employees

Student

In Employee you will find information In Independent Contractor you will

In Comina to LJAR: Prospective to oraanize travel for current. find general information reaarding

UAB Central Authentication System

Enter your BlazerlD and Password

BlazerlD: Blaze12

Passw

Having trouble logging in?
Visit BlazerlD Central for help or to reset your password.

Contact AskiT at 205-996-5555 if you have any problems using this system
or your BlazerlD.

Security Notice

For security reasons, quit your web browser when finished accessing services
that require authentication.Be wary of any program or web page that asks for
your BlazerlD and password. Legitimate UAB web pages promptingfor your
BlazerlD and password should have addresses that begin with hitps:// (not hitp:)
and contain "uab.edu™ Also, your browser should visually indicate that you are
accessing a secure page. usually a padlock icon.

This system is available only for authorized purposes by authorized users Use

for any other purpose may result in disciplinary action or criminal prosecution
against the user.
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Updating Your Travel Profile

Before you use REZDESK for the first time, you must update your Travel profile. The required actions are noted

below in Red.

<@ REZDESK s

A Home

E Book Cnline
9 Trips

& Tickets

, Feedback

\. Contact

Blaze Travel @ Hide My Info

FullName:  Blazer Dragon Travel [Edit] <m—

TSA Secure Flight rules require that your name maiches your travel ID. Please verify your name.

Phone [Edit] < Email [Edil]
Work:  (205) 975-1234 Primary: travelservices@uab.edu
Home: Email 2:
Mobile: (205) 243-1200 Email 3:
RezMobile:

Addresses Account Questions Payment Options Government Requirements Travel Preferences

Emergency Contacts  Travel Arrangers Travel Affiliations Settings

WORK ADDRESS [Eoim

1720 2nd Avenue South
Birmingham, AL 35294
United States

HOME / SECONDARY ADDRESS Eom

506 10th Street South
Birmingham, AL 35233
United States

Personal Information

Full Name

You must verify that the first, middle and last names shown are identical to those on the photo identification
that you will be presenting at the airport. Update any fields that do not match your photo identification. Due
to increased airport security, you may be turned away at the gate if the name on your identification does not

match the name on your ticket.

Addresses

Here is where you will update your work address. Home/Secondary Address is optional.

Updated 12/16/2019
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Contact Information
Telephone information is required so that agents can contact you or the traveler. You must input either work or
mobile phone number.

Email Address
Your primary email address defaults to your BLAZERID@uab.edu. You may add additional email addresses if
needed.

Emergency Contact
Enter any emergency contact information in this section.

Travel Preferences
In this section, you can update any discount travel rates, air travel preferences, hotel preferences, and car rental
preferences.

Travel Affiliations
In this section, you can add your frequent-traveler/advantage program information.

Government Requirements
The Transportation Security Authority (TSA)

Blaze Travel  rido My o

Full Name:  Blazer Dragon Travel (CEERERERD  (Edi

requires that REZDESK/Concur booking tool

transmit information collected from you. Your hone a1 il et

gender and birth date are required fields. If not — O

provided, you may be subject to additional

screening or denied transport or authorization. — Coj;jﬁ“"‘“:fjj"jﬂw;:””‘;f:‘j‘;hS;j;j‘ e
Py ————

Settings orworsimomn oarvse g

If you are arranging travel on behalf of another Finoun Travelr Number

user, then you will need to check the | Arrange [hia [

Travel for Other Travelers checkbox. Y P ——

Travel Arrangers

You can choose an assistant/arranger to view and modify your profile as well as to book travel and trips on your
behalf. (Note: your assistant/arranger must have completed their REZDESK profile and selected the | Arrange
Travel for Other Travelers option located under the settings tab.)

To add or change an assistant or travel arranger:

1. Select the Travel Arrangers tab
2. Click Add then search by the user's name or email
3. Select the desired arranger from the search results
4. Please select the checkbox(es) to allow them to book travel for your or assign them as your primary
arranger
If you are a travel arranger and you want to edit one of your travelers' profiles:

1. Select the Travel Arranger tab located on the side menu bar
2. Select the desired user’s name

Payment Options
Here you will add or edit any of your stored payment methods. If you do not add a credit card to your profile,

then you will be required to enter your full payment details at the time of booking.
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Booking a Flight

From the REZDESK menu, select the Book Online tab. You will then be directed to the SAP Concur home page.

e You can access the Flight A tab on the left side of the SAP Concur home page.

e Or, Select the Travel tab at the top of the screen.

|dentify the Traveler

A. Arranging travel for yourself: Select Booking for Myself @ [5ooins o myser] | [Eook o o] 4
B. Arranging travel for a guest: Select Book for a guest Hh = = 8
(DO NOT use this option for UAB Faculty, Staff or Students) SRR S
| Round Trip | Cne Way | Ut ity |
C. Arranging Travel for UAB Faculty, Staff, or a Student: o -

Look to the top right of the screen and select Profile. A | BHM - Birmingham Airport - Bemingham, AL |

pop up will open with the words “Acting as other user.” R | B it
. . Tog
Select the appropriate user’s name and then click Start o ———— |
Session Find an aiport | Select mulliple aimporis
Depart i
|_ ||depanﬂ||09:009mﬂ||13ﬂ| i
Return g
Blazer Dragon Travel = || aepert[s]| 0300 pm[ ] |[23]w]| ¥
Profile Settings | Sign Out [ Fick-up/Drop-off car at sirport
[] Find a Hotel
x: Acting as other user 9
| v Class @ Search by

| Economy dassﬂ || Scheduleﬂ |

Fewell, Zachary S

Ziewelli@uab_edu (Email) |:| Refundable anly sir fares
2059344974

Never, William G (Will)
AWEYS © g UAB@uab.edu (Email)
- travel 2059750251

Once you click, Start Session, your page header should change and display a green box stating the user you are

acting as.
SAP Concur [C] | Travel e o
Never, Wiliam G - .
U 00
View Trips
MNever, William G
4|Page
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Step 1: Start the Search
To search for a flight

1.

On the SAP Concur home page, on the Flight
tab, select one of the following types of flight
options:

. Round Trip
° One Way
° Multi-City

In the From and To fields, enter the
departure and arrival cities for your travel.

When you type in a city, airport name, or
code, Travel will automatically search for a
match.

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

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

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, and if necessary, to
see/reserve nonstop flights.

Notes:

* The graphical display is based on flight
schedule data. It will not show any rail

options, and it cannot take refundability or class

of service preferences into account.

<@ REZDESK

SAP Concur [C] = Travel

Travel Trip Library Templates Tools

= = @
Mixed Flight/Train Search
Round Trip Cine Way Tt City
From &)
BHM - Birmingham Airport - Birmingham, AL
Fired &n airpoet | Ss=bact mulliphe aipons
Toig
Find an airpert | Sebact mulliple airpons
Depart
— o

depsrtﬂ 09:00 amﬂ 3 SH
Return

i | depart| w|||03:00 pm| w|| |22 | ~

|:| Pick-up/Drop-off car at airport
[] Find & Hatal

Cla== g Search by
Economy class ﬂ Schedule| V|

[[] Refundable onky air fares

e 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.

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

From the Search by dropdown list, select either Price or Schedule.

Click Search.

Updated 12/16/2019
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Step 2: Select a Flight

1. On the Select Flights page:
a) If you selected Price on the previous page, the Shop by Fares tab is initially active. Click either the
Shop by Fares or Shop by Schedule tab for the appropriate flight information.
b) Select the fare button for the flights that you want to purchase.

Shop by Fares Shop by Schedule

- - N N Displaying: 508 out of 508 resulls.
Flight Number Search Q Sorted By:  Policy - Most Compliant j

Previous | Page: 1 of 51 | Next | Al

06:20a BHM -~ 01:28p MCO 1 stop ATL 6h 08m
06:34p MCO-11:30p BHM 1 stop ATL 5h 56m y
Preferred Airline for UAB Show all details

c) If you selected Schedule on the previous page, the Depart tab is initially active. Select the fare button
for the flights that you want to purchase form the Depart and Return tabs.

Shop by Fares | Shop by Schedule :

Depart  Retum _

Birmingham, AL - Mon, Mar 9

Displaying: 70 out of 70 resulis
Flight Mumber Search Q Sorted By: Depart - Earliest j playing

Previous | Page: 1 of 7 | Next | All

06:00a BHM - 09:04a DTW  Nonstop Economy
10:20a DTW - 01:04p MCO  Nonstop Economy d

Delta 6242 apersted by GOJET AIRLINES DBA DELTA CONNECTION

Preferred Airline 6h 4m / Delta 6242, Delta 1424 - View seats
for UAB Canadair Regional Jet 700, Airbus Industrie A321 (Sabre)
d) To filter the results, select a column, onp Cancur (6] |110m] o+ s -
row, or cell in the airline matrix at
the top of the results screen or use o oy BRVINGHAV, AL TO ORLANDO, L oref 5
the sliding scales on the left. You can SoactPlghtsor Trins | [T PR
Round Tip. A - S

easily switch between the Shop by oo F ":%

Retum: Fri, 03/1372020

Fares tab and the Shop by Schedule
tab by clicking on the tab.

2st0ps B 436 56520 1110638
(o wonrs ]| e 1 resits 135 resuls W resuts
Return - Fr, Mar 13 ¥ |  ShopbyFares  Shop by Schedule
[price <)
ey setings 5 [ Q| sateaty Py ot compiant 4]
|
06:20a BHM - 01:28p MCO 1 stop ATL 6h 08m

06:34p MCO-11:30p BHM 1 stop ATL 5h 56m

Preferred Airline for UAB. ‘Show all getais
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2. Review the flight details for your trip.
Note: Depending on the airline, you can click View seat map link to select your seat on the flight. Select
the appropriate Available seat from the Seat Map.

3. On the Review and Reserve Flight page you can:
e Review the flight details
e Enter traveler information (if creating a Guest Booking)
e Select/Add frequent flyer programs
e Select your seat assignment
e Review the price summary
e Select/Add your method of payment

Review and Reserve Flight

Trip Summary
. REVIEW FLIGHTS
Flights Selected
Riound Trip . DEPART #* Mon, Mar 9 — Birmingham, AL to Orando, FL
BHM - MCO
Depart: Mon, 03/09/2020 Mon, Mar9  07:05a BHM - 09:40a MCO 1h 35m Southwest 1321
Return: Fri, 03/12/2020
RETURN ¥ Fri, Mar 12 — Orando, FL to Birmingham, AL Flight detsils -

. ENTER TRAVELER INFORMATION

Ensure all traveler information below is comect. @

Primary Traveler
Name: Zachary Scoft Fewsll  Phone: 2050344074 | zfaweli@usb.edu[v ||

. Frequent Flyer Programs Add = Frogram

For Southwest
|Suulhw5t - ""“"“"&5|

SEAT ASSIGNMENT

Pre-reserved sesats are not aveilable for this flight.

. REVIEW PRICE SUMMARY

Description Fare Taxes and Fees Charges

Airfare $213.35 J44.61 $257.96

Total Estimated Cost: $257.96
Total Due Now: $257.96

. SELECT AMETHOD OF PAYMENT
How would you like to pay?
| Flease choose 2 credit card.[v]| @ Add credit card

& This is a Non-Refundable Ticket

Custorners holding NOM-REFUNDABLE type fickets may USUALLY cancel their joumey, and reuse these tickets to any destination in the carrier's system, within one
year following the DATE OF ISSUE (READ THE FARE RULES fo be certsin this applies). Resenvations MUST be cancelled by the intended {original) departure day, or
fickets will be woid and have NO walue for future use. These rules apply to DOMESTIC fickefing only.

By completing this booking, you agree to the fare rules and restrictions and hazardous goods policy.

m Reserve Flight and Continue ‘

4. Click Reserve Flight and Continue.
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Step 3: Review the Travel Details page (itinerary)

Review and change your itinerary, if necessary.

1. Inthe Trip Overview section:
a) Review the information for accuracy.
b) Inthe | want to section, print or email your itinerary as appropriate.
2. Inthe Flight Section:
a) Verify the information for accuracy.
b) Click Select Seat or Change Seat to select or change your seat options (depending on the
airline).
3. Review the remaining sections as necessary and make the appropriate changes.
4. Review the Total Estimated Cost section.
5. Click Next.

Step 4: Review the booking information
1. Use the Trip Booking Information page to enter additional information about your trip.

‘Administration | Help
SAP Concur [G] | Travel  Reporing~  App Center °

Profile ~
-

Travel  Amangers  Triplibrary ~ Templates  Meetings  Tools  Meeting Admin

TS Trip Booking Information

‘The trip name and description are for your record keeping convenient

L_&

Tip i

. Gomments for the Travel Agent
‘Special Requests may incur a higher Send a copy of the confirmation to: @

sSend my ema
@HTML OPlai

53 Tripit Privacy

C and Groups.
(OMake this trip private

‘ Tiip Purpose [Required] ’ Tiip Purpose Description

2

You may HOLD this res until: 12/0612019 11:65 pm Central

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
trip has

2. Enter or modify your Trip Name. This is how the trip will appear on your itinerary and in the automated
email from SAP Concur.
3. Enter a Trip Description (optional).
4. Indicate if there is anyone else who should receive the initial confirmation email. Enter as many
recipients as needed, separated by commas
e If you book the trip, you will automatically receive the email.
e If you book as an arranger, you will also receive the email.
5. Choose your preferred email format, either plain text or HTML.
6. Select the Trip Purpose from the dropdown. **REQUIRED**
7. Click Next.
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SAP Concur displays your itinerary on the Trip Confirmation page. This itinerary will include any
messages about ticketing policies.

Administration -~ | Help -~
SAPConcur [G] | Tavel  Reporiing .- App Center °

Profile -
-

Travel Arrangers Trip Library Templates Meetings Tools Meeting Admin

Trip Confirmation

Trip Summary
To COMPLETE BOOKING, please press the "Purchase Ticket” Button after reviewing this page.
@ Finalize Trip To CANCEL, press the Cancel butfon.
v Review Travel Details
v Enter Trip Information TRIP OVERVIEW

Submit Trip Confirmation
Trip Name: Trip from Birmingham to Orlando

Start Date: March 19, 2020

End Date: March 22, 2020

Created: December 04, 2019, Zachary Fewell (Modified: December 04, 2019)
Description: (Mo Description Available)

Agency Record Locator: YTAWBY

Passengers: Zachary Scott Fewell

Total Estimated Cost: $505.32 USD

0 Airfare must be tickeled by: 12/05/2019 11:55 PM Central

View your plans in Triplt to stay one step ahead while traveling.
Agency Name: ADTRAV (UAB)

RESERVATIONS

Step 5: Purchase the ticket
1. Click on the Purchase Ticket button to finalize your trip.

You will receive an email from Concur Travel containing your Pending itinerary. Once your ticket has been
issued, you will receive an email from RezConfirm@adtrav.com

Mon 12/2/2019 7:00 PM

|RezConfirm@adtrav‘com|
TICKET(S) ISSUED Itinerary for - Trip starts 12/18/2019

(=3

2019-12-02-tinerary & Payment Receipt.
| 124 KB

| LGA-To-BHM.ics
il 5B

e +-BHM-To-ATLics

/ \ Monday, December 02, 2019 6:59 PM
RezIlD: = =
A D T R AV @ Booking Locator:

Phone:(205) 444-1133
Toll Free:(800) 635-7139
uabiravel@adirav.com

After Hours/VIT Code: ASTA
service nonstop 24/7/365

Ticket(s) Issued

This is your travel invoice

NOTE: Please verify all dates, times, and destinations listed on this itinerary.
Immediately notify your ADTRAV agent of any discrepancies. Adjustments
mage after ticketing may increase the cost.

E New York City, NY, US - to - Birmingham, AL, US
Wednesday, December 18 »Friday, December 20

Traveler:

Traveler Info: n/a

Please notify travelservices@uab.edu if you have not received your RezConfirm email within 1-hour of purchasing your ticket.
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