ALTOUR
Website by CONCUR

Indiana State University’s preferred travel agency is Altour Travel.  An agent can assist you with making your airline reservations by calling 800-428-6186 or you can use their online booking system, CONCUR.  Both methods of booking will be directly billed to ISU. 
You can set up access to CONCUR for airfare through the Direct Billing section of the Travel website , or by clicking here.
If this is your first time accessing this site you will need to enter your ISU email address (no alias) in the User Name field and then use welcome1 as the password.  You will then need to set up your profile and ‘Change Password.’  Once you have set up your password, click on the Travel tab: 
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And then click on Recorded tutorials for Concur Travel/Expense/Mobile:
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This will take you to online tutorial videos, quick reference guides, etc:
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To add or make changes to your personal information, password, etc., choose the Profile option:
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Fees:  

Online Booking Fee:  $10

Full Service Booking Fee (via phone):  $29.00 Additional $10.00 if after
               Regular business hours.   Regular business hours end at 5:00pm EST 
                (Agents still available to assist after hours)

          
 
Car Rental and Lodging:
You may also choose to utilize their program to book your car rental and hotel needs, however, you will need to use a personal credit card as they cannot be direct billed to ISU.  In order to avoid out of pocket expense you must book your rental cars through Enterprise Car Rental, and for Hotels.com for lodging.
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New Monthly Training Session: Live monthly demonstration the second Wednesday of each month at 2:00 p.m. Central Time. Click
here to register.

Recorded tutorials for Concus Travel/Expense/Mobile click here
Note:

If changing a reservation that was booked within the last 24 hours we recommend that you contact an Altour agent to inquire
about voiding the ticket versus making the change. Many times the change penalties are more expensive when a ticket is changed
versus voiding and rebooking.

The Attour Online Help Desk:
- Click here to access Altour's Library of Concur Travel training videos
- E-mail: onlinesupport in@attour com
- Phone - 812-206-5170 or 866-562-8496
« Business Hours: 8:00am-11:00pm M-F Easter Time





image3.png
ALTOUR C.ncu|

Concur Traini The Concur Training Toolkit provides online training and support for Concur's suite of corporate travel and expense management solutions. To access training for
ncur Iraining a specific solution, select a link in the left menu

Logging on to Concur Travel
and Expense

Updating your Concur
Travel Profile

Exploring the My Concur
Homepage

Changing a trip after
purchase

Reviewing Requests as an
Approver

Concur Mobile - Blackberry
Concur Mobile - Android
Concur Mobile - IPhone
Concur Mobile - IPad
Expense Quick Start Guide
Expense Quick Reference.
Guide

Using Receipt Store Quick
Start Guide

End-User FAQ's

Creating a travel reservation
(air, hotel, and car)
Changing a trip (after
purchase)

Working with Travel
Templates

Cloning a reservation
‘Sharing a trip reservation
Reviewing requests as an
approve




