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BOOKING TRAVEL THROUGH 
AIR PORTAL AND CONCUR 



©2024 Christopherson Travel. All rights reserved.  |    2 

AirPortal 

Login to MyLSU, Then click on 
Travel Resources then CBT Online 

Booking. 

You will be redirected into Air 
Portal. 

To reach the online booking tool 
follow the instructions on the left- 

hand side under Dashboards. 
Click Book Travel then click on 

Book/Manage Online Trips. 
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Profile 

Profiles can be reviewed 
and updated in Concur 

under the profile button in 
the top right corner of the 

screen. 

It is a good idea to review 
your profile before booking 
to ensure all required fields 

have been completed. 
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AlertsandTravel booking 

Important Information can be 
found on the Travel Home 

Screen. 

When booking travel in Concur, 
there will be options to book 

flights, car rentals, and hotels. 

If booking air, car, and hotel 
together; it is best to book 

them in the same reservation 
and easier if booked at the 

same time.   

Show More will open  all search 
options. 



©2024 Christopherson Travel. All rights reserved.  |    5 

Air Reservation 

Once dates and 
destination are chosen 

click Search then the 
screen will appear with the 

options available . 

On top of the search will 
be a matrix that will 

display airlines and results 
available, and tabs will 
show Shop by Fares or 

Shop by Schedule. 

Preferred airlines will be 
listed first and indicated 

as preferred.   

*Any words in blue are clickable links. 
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Air Reservation 

If a carrier is selected that does not comply with the LSU policy of purchasing the 
lowest logical airfare, an out of policy warning icon will be displayed. 

Click on the warning icon and a message will display. 
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Air Reservation 

If you choose to purchase a 
non-compliant airfare, you must 

Choose a Reason from the 
drop-down menu and explain 

why you have chosen to not 
comply. 

The lower cost fare and your 
reason will be captured for 

reporting purposes. 
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Air Reservation 

After choosing your flight you 
will then select the form of 

payment. 

You must have your form of 
payment entered into your 

profile and the boxes checked 
for how to use the card. 

Reserve the Flight and Continue 
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Air Reservation 

The Trip Overview page 
provides all the information 

about the booking you have 
chosen. 

On this screen you will see the 
seat has been chosen based on 
your preference in your profile. 
You can also change your seat 

from this screen. 

If you wish to upgrade your seat 
you must first purchase your 

ticket, then contact the airlines 
directly to upgrade and pay 

with your personal credit card. 
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Air Reservation 

Continue through each screen 
adding any information 

required. 

YOU MUST COMPLETE THE 
PURCHASE BY CLICKING ON 

PURCHASE TICKET. 

Your final screen should say 
FINISHED! 

Your itinerary will be emailed to 
you, or you can see your 

itinerary in Air Portal under My 
Travel Dashboard 
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Thank you 
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