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BOOKING TRAVEL THROUGH 
AIR PORTAL AND CONCUR 



©2024 Christopherson Travel. All rights reserved.  |    2 

AirPortal 
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Air Reservation 

If a carrier is selected that does not comply with the LSU policy of purchasing the 
lowest logical airfare, an out of policy warning icon will be displayed. 

Click on the warning icon and a message will display. 
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Air Reservation 

After choosing your flight you 
will then select the form of 

payment. 

You must have your form of 
payment entered into your 

profile and the boxes checked 
for how to use the card. 

Reserve the Flight and Continue 
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Air Reservation 

The Trip Overview page 
provides all the information 
about the booking you have 

chosen. 

On this screen you will see the 
seat has been chosen based on 
your preference in your profile. 
You can also change your seat 

from this screen. 

If you wish to upgrade your seat 
you must first purchase your 

ticket, then contact the airlines 
directly to upgrade and pay 

with your personal credit card. 
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