
On the Travel website, click Book Travel Online to be directed to our flight finding and booking system, Concur.

Finding and Booking Flights

https://busfin.osu.edu/buy-schedule-travel/travel


In Concur, you will see the Trip 
Search box on the left hand 
side. In this, you will add in the 
information on where you are 
going to/from and the dates. 
Make sure you have the 
specific airports in the city you 
want selected.

You can check the Specify a 
carrier box and search for the 
airline here to filter your 
search if you prefer one over 
others.



It may initially say no flights are available as the system runs the search. Give it some time and then it will show a 
flights you can scroll through. You can also add more filters on the left-hand side.



Selecting the View Fares 
button will expand the choice 
to show all costs for flights 
during that time. 



If you are only looking for estimates and not yet booking, you do not need 
to go further in this guide at this point. You cannot book the flight before 

submitting a Spend Authorization and receiving approval on it. 

Continue once you have your SA approval.



You can move forward to the 
booking instructions next so long 
as you:

• Have your approved Spend 
Authorization number, which is 
SA- and then a series of 
numbers

In Concur, navigate back to the 
flight(s) you want to book and 
continue



When you are ready to book, 
click the blue button with the 
ticket cost in order to book.



On the Review and 
Reserve Flight page, you 
can double-check that 
you have the right flight 
and check the traveler 
information. 



On the same page, you can View seat map to select different seats on the 
flight. You can request a different one and the travel agent will try and 
accommodate your request.



Now, scroll down. From 
the drop down menu on 
payment, there will be a 
card listed. Select it.

Select Reserve Flight 
and Continue when 
you are ready. This 
will send the request 
to a travel agent who 
will book the flight for 
you. You will receive 
an email notification 
with booking details 
shortly.



If you find a flight that you want but it is blocked and you can’t book it 
via Concur, reach out to the university’s travel agents for assistance. 
They can also assist if you are having trouble with the booking process.

Call:  855-784-9282 (toll free) Hours: M-F 8am-7pm EST; or
Email:  theohiostate@ctptravelservices.com Hours: M-F 8am-7pm EST
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