
TRAVEL INFORMATION - CONCUR – Christopherson Business Travel 
 
 
Use the following link to complete a new travel profile: 
 
https://legacy.cbtravel.com/business/profile/stateofla/ 
 
Once completed, it will take approximately 24 hours for the profile to be approved and activated. 
Once activated, access to the system will be available. 
 
 
Attached are some helpful documents for the online booking tool, Concur. You will access 
Concur via AirPortal.  
 
Once in AirPortal you will click on Book Travel and then Book/Manage Online Trips. 
 

 
 
 
*Important note - When booking in Concur you need to always make sure to follow the process 
until you reach the "Finished" page (see below).  
 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Furldefense.com%2Fv3%2F__https%3A%2Flegacy.cbtravel.com%2Fbusiness%2Fprofile%2Fstateofla%2F__%3B!!CCC_mTA!-azpgLIey-lnOISjAud4k4pxEe9WRRB5UI2TarUw__tz8Og1vFZtlQSEES565Bpg8dLrRb0vID2IAFoSPjdUSzGjfQP-%24&data=05%7C02%7Csclow%40ulm.edu%7Cc46c259e0bb04024dc5508dcaccf0642%7C90963b0cb03044fba95a9e359af4f668%7C1%7C0%7C638575253060663372%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=irqXXRRgPRdO0%2BfkJExmNkVIA%2Ft82X0AAwtyXZAp9nY%3D&reserved=0


 
 
Please note - If you ever need to cancel a reservation - you can cancel via Concur. You will log in 
the same way as above, go to your Trip Library or your Upcoming Trips, find your trip and to the 
right of the trip name it will say "Cancel Trip".  
 
Please feel free to contact Online Support any time you have a question or concern.  Online 
Support may be reached by calling 888-535-0179 or via email onlinesupport@cbtravel.com.  
 
 
OFFICE OF STATE TRAVEL 
1201 N. THIRD ST. | BATON ROUGE, LA   70802 
P.O. BOX 94095 |  BATON ROUGE, LA   70804 
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