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Agenda:

FCM - how to contact us

Profile management – key items to keep up to date

Concur travel – book your own travel!

Tools & Resources

Travel & Booking Tips



Your FCM Canada Team

NOTE: For any changes to reservations or last-minute 
travel requests, please CALL the team during this time of 
exceptional volume.



Traveller Profile & Concur
1. Email procurement@uwo.ca to set up a new account 

2. Update your profile with key information
• Date of Birth
• Check name against passport
• Mobile Phone number
• Membership numbers
• Credit card for hotel & car

3. Use Concur Travel on-line booking tool when possible
(self service / minimal booking fees)

• Point-to-point trips
• Domestic travel
• Hotel & car reservations

mailto:procurement@uwo.ca
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Traveller Resource Hub 
fctgtravelnews.com
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Booking Tips: 

- For other COVID -19 related information please visit FCM’s Travel News Hub

- To get the most up to date travel and health restrictions for your trip please visit the Sherpa’s Website and enter your trip details.

- To check health and safety measures at your departure and arrival airports please visit the Airports Council International website.

- If you have an unused ticket in your profile and would like to apply it to a new booking, please reach out to FCM directly, and an agent 
will process the exchange. 

- Do not wait to book your car rental as availability is scarce in many top destinations. Check the prices of all elements of your trips –
air, hotel, and car rental – before completing your booking. 

- Airlines and other travel suppliers remain short-staffed, please allow extra hold times for phone calls by agents when they’re 
working directly with suppliers.

- If weather or other disputations occur, hold times will be longer with the agent team (and the airline customer service teams, too). 
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https://www.fctgtravelnews.com/covid-19-travel-map
https://apply.joinsherpa.com/travel-restrictions
https://api.acris.aero/check_and_fly/COVID19/v1/


Travel Tips

- Be sure to pack extra PPE: mask, hand sanitizer and wipes. 

- Have duplicate copies of your vaccine certificate and store in different places and download any ‘vaccine passport’ apps available through 
airlines or government. 

- If travelling across international borders, build in extra time at the beginning and toward the end of your trip should something happen. 

- Reconfirm travel requirements (testing, quarantine & local mandates) – at the time of booking, 72 hours prior to departure & 24 hours 
prior at check-in. Airline & country covid testing requirements & quarantine rules have been ever changing during the pandemic so please 
double check all the rules, especially for any out of country travel.

- If visiting a supplier or customer, ask in advance about the rules at their place of business, know their protocols and any requirements or 
documentation you may need to provide. 

- Allow more time at the airports, parking, security, car rental and in general. All may require more time and different processes. Check the 
Airports Council International (ACI) for the latest information at your departure and arrival airports. 

Booking & Travel Tips



Thank You!
Q&A


