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Booking a Car 
 

While SAP Concur makes it easy to book airfare, hotel, and rental cars all at once, you 

can also book each of these travel options individually. 

1. To book a rental car, from 

the SAP Concur home 

page, select the Car tab. 

 

 

 

 

 

You can enter search criteria, 

such as Pick-up date, Drop-off 

date, and a Pick-up car at 

location.  

2. To select additional search 

criteria, select More 

Search Options. 
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3. Select a Car Type, 

Smoking preference, and 

modify the Car Vendors 

that you want included in 

your search. 

4. Once you have selected all 

applicable search options, 

select Search. 

 

5. Use the options located on 

the left side of the screen 

or select a column, row, or 

cell in the grid to filter the 

results.  

Note: To hide the matrix and 

display only the search 

results, select Hide matrix. 

 

 

Use the Location details link to 

view more information about the 

rental car. 

 

 

 

6.  To choose a car, select the 

fare amount.  
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Once a car rental fare is 

selected, the Review and 

Reserve Car itinerary will 

display. Here, you can add 

additional information such as 

car preferences, driver 

information, and a rental car 

agency if applicable.   

 

 

 

 

 

 

7.  Review the price 

summary, payment 

method, and then select 

Reserve Car and Continue. 
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8. To continue with the 

reservation, review the 

reservation details, and 

then select Next.  

 

 

 

 

 

 

 

 

 

 

 

9. On the Trip Booking 

Information screen, you 

can edit the Trip Name, 

Trip Description and send 

a copy of the booking 

information to additional 

recipients by entering their 

email addresses in the 

Send a copy of the 

confirmation to: field. 

10. To finalize your hotel 

reservation, select Next. 

  



   
 

5 
 

11. On the Trip Confirmation 

screen, scroll down and 

select Confirm Booking. 

 

 

 

The reservation process is complete. Depending on your company’s configuration, 

you might need to submit a request for this trip which will require an additional step. 

 

12. Review the car rental 

request details, and then 

select Submit Request. 

 

 

 

 

 

 

13.  Select Accept & 

Continue. 
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Confirm your car rental 

request by selecting 

Pending Approval from the 

View menu on the Manage 

Requests screen. 
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