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Syllabus
In this phase, Junior Technicians will gain a comprehensive understanding of the essential 
administrative functions required in the role of a Field Service Technician at INDEX. This phase 
introduces the foundational concepts of field service administration, with a focus on travel 
logistics, customer requirements, and all administrative tasks critical to the role. The primary 
goal is to immerse Junior Technicians in the “field” environment and familiarize them with the 
various administrative duties they will encounter in real-world scenarios.

The phase will be structured with a clear, standardized format, where each topic is broken 
down into focused lessons, each designed to achieve specific learning objectives. Each lesson 
will begin with a lecture that introduces the theoretical and procedural content, followed 
by practical demonstrations to ensure hands-on understanding. Junior Technicians will also 
engage in exercises to reinforce the concepts learned. This combination of theory and practice 
will help ensure a comprehensive understanding of field service administrative tasks.

Upon completion of this phase, Junior Technicians will be proficient in completing an INDEX 
service report independently, understanding its structure and essential components. They will 
also be equipped with the knowledge and skills to accurately document their time worked 
in Paycor, submit an expense report via SAP Concur following INDEX’s guidelines, and book 
travel according to company policies and procedures. Additionally, they will understand how to 
navigate the different administrative processes, such as submitting and tracking expenses and 
travel arrangements.

Throughout the phase, Junior Technicians will receive personalized mentorship and feedback, 
ensuring they are fully supported in honing their administrative skills. Mentors will guide them 
to achieve the highest standards of administrative excellence and prepare them for success in 
the field.

By the end of this phase, Junior Technicians will be fully prepared to handle all administrative 
duties, allowing them to effectively support their work in the field. This phase will equip them 
with the foundational skills and confidence necessary to move forward in their training and 
take on more complex field service tasks.

Prerequisites
INDEX-provided laptop

Account in Paycor

Account in SAP Concur

Account in Field Service Management (FSM)
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Applicable Machine Types
All INDEX machines regardless of series

Learning Objectives
Field Service Administration

Service Reports

Understand the purpose and significance of a Service Report within the field service 
process.

Distinguish between a well-written Service Report and a substandard one based on quality 
standards.

Identify and understand the essential components that must be included in every Service 
Report.

Articulate the purpose of Daily Updates and outline the necessary information they should 
contain.

Apply knowledge by completing a Service Report and Daily Update that meet required 
standards.

Timesheets

Acknowledge the importance of precise and accurate time tracking for field service work.

Understand the correct process for recording time worked in the system.

Recognize the expectations for time documentation during both training at the INDEX 
Noblesville location and on-the-job training (OJT) in the field.

Expense Reporting

Locate and understand the Travel Expense Policy for proper reporting.

Grasp the purpose of an Expense Report and the requirements for accurate 
documentation.

Identify the necessary components that ensure a complete and correct Expense Report.

Demonstrate the ability to effectively create, complete, and submit an Expense Report in 
compliance with company guidelines.

Booking Travel

Understand and follow the procedures for booking travel in alignment with company 
policies.

Evaluate multiple travel options and select the most appropriate choices based on company 
requirements.
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________________________________________
Field Service On-the-Job Training (OJT)

Effectively manage the demands of extensive travel, demonstrating the ability to navigate 
logistical challenges and maintain professionalism in various work environments.

Apply classroom learning to real-world field scenarios, gaining practical experience in the 
role under supervision and mentorship.

________________________________________
Assessments

Complete a written exam demonstrating a thorough understanding of field service 
administration responsibilities and processes.
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Safety: First, Last and Always
At INDEX, your safety is our highest priority. While we are committed to creating a safe 
working environment, it’s important to recognize that the nature of machine tool work comes 
with inherent risks. Caution, awareness, and adherence to safety protocols are essential 
whether you’re on the shop floor in Noblesville or at a customer site in the field.

Below is a list of common safety considerations. This list is not exhaustive but serves as a 
general guide to help you stay vigilant and reduce risk in your daily activities:

General Safety Guidelines
1. Personal Protective Equipment (PPE):

Always wear appropriate PPE, such as safety glasses, steel-toe boots, gloves, and ear 
protection, as required by the job or location.

Ensure your PPE is in good condition and fits properly.

2. Work Area Awareness:

Keep your workspace clean and organized to prevent tripping hazards.

Be aware of your surroundings, including the location of emergency exits, fire 
extinguishers, and first aid kits.

3. Machine Operation:

Follow all lockout/tagout (LOTO) procedures before performing maintenance or 
troubleshooting on equipment.

Inspect machines for visible damage or issues before use and report any concerns 
immediately.

4. Hazardous Materials and Chemicals:

Familiarize yourself with Safety Data Sheets (SDS) for any chemicals or coolants you may 
encounter.

Use proper handling and storage techniques to avoid spills or contamination.

5. Electrical Safety:

Exercise caution when working with or around electrical systems.

Always verify power is off before performing electrical work.

Use insulated tools and follow proper grounding procedures.

Field-Specific Considerations
1. Customer Site Hazards:

Each site may have unique risks, such as uneven flooring, limited lighting, or confined 
spaces. Conduct a quick assessment upon arrival.

Follow the customer’s site-specific safety protocols and communicate with the designated 
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safety officer or point of contact.

Attention should be paid to the floor around the machine as there is likely to be oil residue 
on the floor from machine operation and could pose a slip hazard.

2. Travel Safety:

Plan your travel routes and accommodations with safety in mind.

Ensure you have emergency contact numbers and are familiar with local emergency 
services at your destination.

3. Environmental Conditions:

Be prepared for varying conditions, such as extreme temperatures, noise, or dust.

Hydrate regularly and take breaks as needed to avoid fatigue.

Ongoing Safety Practices

Training and Refreshers: Stay up to date on safety training and certifications.

Report Hazards: Immediately report unsafe conditions or incidents to your manager.

Continuous Vigilance: Safety is a shared responsibility. Remain proactive and encourage 
others to do the same.

 

This machine contains Voltage dangerous

to life. Use caution when working on electrical

components.

Slip hazards are present due to oil spillage.

Use caution when working near any hydraulic or 

coolant components to prevent slips that could

result in serious injury.
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Service Reports: An Essential Skill
Service reports are a critical aspect of a Field Service Technician’s role and require consistent 
practice to master. During your time in the field, you will be expected to complete a service 
report each week to build and refine this skill.

The definition of a service report can vary from company to company, but all service reports 
adhere to a fundamental purpose: to document the work completed by field technicians at a 
customer site. At INDEX, we define a service report as:

“A formal document that outlines the scope of work to be completed and provides a detailed 
record of every aspect of the Field Service Technician’s activities for an assigned job.”

In simpler terms, a service report answers the key questions of any task which are?

Service reports serve multiple purposes:

For the Customer: They provide a clear summary of findings, the work performed, any 
further recommendations (e.g., repairs or parts), and the associated costs.

For INDEX: They serve as a record for financial and technical references, ensuring 
continuity and accuracy if another technician needs to address related or unrelated issues 
in the future.

At INDEX, we use SAP for financial record-keeping and Field Service Management (FSM) 
software to create and deliver service reports to customers. Training on FSM will be provided 
by the customer service team. Weekly completion and submission of service reports are 
required to help you develop the skills necessary to fill them out correctly and efficiently.

These reports are as important to INDEX as they are to the customer. They act as:

1. Technical Records – Detailing all work performed, providing continuity for follow-up visits 
or problem resolution.

2. Cost Records – Offering a clear breakdown of services provided and associated charges.

Additionally, if issues persist, service reports provide the customer and service manager with 
a documented history to aid in discussions and problem resolution.

Finally, a service report is only considered complete when it is:

1. Accurately Filled Out

2. Presented to the Customer

3. Signed by the Customer

By mastering this essential skill, you ensure clear communication, proper documentation, and 
professional service delivery.
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The top of the report is divided into three major sections: Customer Information, Service 
Order, and Scope of Work. Each section contains important details required for accurate 
documentation and communication.

1. Customer Information

Client: __________________________________________________________________________

Recipient: The person or entity for whom the work is being performed, including the 
address you need to travel to for the service.

Contact Person: _________________________________________________________________

Order Number: __________________________________________________________________

2. Service Order

Service Notification: A unique number automatically generated by SAP when a service 
request is received by Lori or Keith in Noblesville.

Transaction Number: ______________________________________________________________

Machine Number: ________________________________________________________________

Series: __________________________________________________________________________

End of Warranty: _________________________________________________________________

Response Person: ________________________________________________________________

Service Technician: _______________________________________________________________

3. Scope of Work

This section outlines the specific issues or tasks you are at the customer site to address. 
It defines the scope of the service being provided and serves as a guide for the work to be 
completed.
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The bottom half of the Service Report is divided into five major sections, each requiring varying 
levels of effort and attention from the Field Service Technician.

1. Activities

This section is critical for documenting the events that occurred on-site. Field Service 
Technicians who maintain a daily log excel at completing a detailed and accurate summary 
of their activities here. Clear and concise communication in this section sets standout 
performers apart and ensures effective collaboration with Field Service Management in 
Noblesville.

2. Machine Running Time

Record the machine’s running hours as displayed on the _______________________ at the 
time the scope of work is completed. This information is essential for tracking machine 
usage and service intervals.

3. Job Completion Status

In FSM, you will indicate whether the scope of work is complete by checking the 
appropriate box. Note that not every job can or will be completed on the first visit, so it’s 
important to provide an accurate status update.

4. Time Efforts

In FSM, you will log both travel time and time worked. However, this section of the report 
only displays the time worked. Ensure that this information is precise and aligns with the 
efforts documented in the report.

5. Signature Line

Place of Customer: _______________________________________________

Date and Signature: _______________________________________________

This is arguably the most important part of the Service Report. Without a customer’s 
signature, the work performed or the time spent on a task can be disputed. This could put 
INDEX in a challenging position when attempting to bill for services rendered. Always ensure 
the customer signs the report to finalize the documentation.

________________________________________

By thoroughly and accurately completing each of these sections, you ensure the Service 
Report is a reliable record of the work performed, benefiting both INDEX and the customer.
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ACTIVITY:
Can you identify the errors in the example below?

Monday 9/23/24

0800, MS22-8, 275363

-Matt O. said during the 5th shift, the panel was powering off and that there was a hot fire 
smell at the bar loader electric cabinet

-I have informed them about the panel only turning off when swinging pass the frontside 
door and will check the cables after the Synchron alignment

-Fire smell: I checked the machines electric cabinets, bar loader’s chiller’s, knoll pumps’, and 
the bar loader’s drill; all were good with no burn marks or irregularities

-Completed safety startup and travel to ref., attempted to jog Synchron and Alarm: “761961 
Fire Protection Flap, closing not complete” appears every 5 seconds and prevents jogging/
cycle/operation

-Found the fire protection flap and looked up the IO sensor, found that the bit values for the 
fire damper open and close is both 0; Q176.5 and i176.6, the sensor is not detecting wither 
the flap is open or closed

-Checked the solenoid and cable, noticed that there was no light from the ProfiBus module 
for the cable, the solenoid had no lights on and was loosely connected, I retighten the 
solenoid after checking for any damage

-I noticed the sensors that detects if the flap is open or close are not on, after adjusting 
the mechanical arm, the sensor for “open” turns on and is reflecting in the output of the 
HMI, adjusted the solenoid to be normally closed like the rest of the MS22 here; alarm is 
resolved
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Service Reports: A Critical Record of On-Site Activities
Service reports serve as the sole documentation of your activities on-site. As such, they 
must be complete, clear, and concise to ensure they effectively communicate the necessary 
information.

1. Complete

A complete service report includes:

Detailed documentation of all mechanical, electrical, hydraulic, pneumatic, and control-
related settings.

A log of time spent on each problem, including specific days and times.

A list of parts used, parts needed, or parts ordered.

2. Clear and Concise

The information in your report must be easily understood by both trained and untrained 
audiences.

Avoid overly detailed or expansive descriptions that can confuse readers unfamiliar with 
CNC repair.

Focus on key points and avoid explanations of concepts or theories—stick to the essential 
facts.

Use list formatting for daily activities to convey activities completed.

Use paragraphs for anything you want the INDEX management team to read as a priority.

3. Professionalism Matters

Service reports are reviewed at _______ level of the INDEX organization. Always maintain a 
professional tone and ensure the content reflects your expertise and attention to detail.

By following these guidelines, your service reports will effectively convey the necessary 
information while maintaining professionalism and clarity.

 

Service Reports: Machine Running Time
On your Service Report for Machine Running Time you need to put the time you found on 
the HMI depending on the Model of Machine your working on be it a Single Spindle or Multi-
Spindle. Only the hours is required minutes and seconds are not necessary.
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Service Reports: Machine Running Time
SINGLE SPINDLE MACHINE
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1. Press MENU SELECT

2. Press DIAGNOSTICS

3. Press INDEX DIAGNOSIS

4. Press ELAPSED TIME METER

5. Press RECORD POWER ON
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Service Reports: Machine Running Time
MULTI-SPINDLE MACHINE
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1. Press MEASURING / MONITORING

2. Press ELAPSED TIME METER

3. Press RECORD OPERATING HOURS
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Service Reports: Documenting Time On-Site

Your time on-site is critical to ensure proper billing to our customers for all time required to 
complete a task. As such there are a few key points to keep in mind when completing this 
section of your service report.

Log all time from _________ to _________. In other words, from the time you leave your 
house to the time you walk into the customer site is considered billable travel time. This 
applies to both arrival a departure.

Log all time while conducting any work on the machine or researching parts, 
documentation, or procedures.

In context of the example above can you point out any errors?
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Service Reports: Important Notes to Address Common 
Questions
1. Verifying Equipment Serial Numbers

It is crucial to verify that the serial number of the equipment matches what is listed on 
your Service Report. If there is a discrepancy, it can lead to issues such as incorrect billing 
and inaccurate machine history records. Always confirm this information with your point of 
contact upon arrival.

2. Addressing Additional Customer Requests

During your career, you will likely be asked to inspect or address another piece of 
equipment while on-site. As we pride ourselves on exceptional customer service, your 
answer should always be yes. However, balancing customer satisfaction with company 
obligations is essential.

Limit time spent on unplanned tasks to ___ minutes unless authorized by Service 
Management (e.g., Erik).

Inform Service Management if additional time is needed so a new Service Report can 
be created to document the work appropriately.

3. Weekly Service Reports

A new Service Report is required for each week, even if you are working on the same 
equipment. Ensure you mark the __________ checkbox on the Service Report if the task 
extends beyond the current week. This process generates a new transaction number for 
each reporting period.

4. Accurate Time Documentation

Time entries must be finalized before submitting your Service Report, as changes cannot 
be made afterward. Additionally:

Proper time documentation ensures the Customer has verified the hours worked.

Altering time entries post-submission would prevent the Customer from confirming 
accuracy, undermining trust and transparency.

By following these guidelines, you can ensure smooth operations, clear documentation, 
and excellent customer service.
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Service Reports and Daily Updates
Service reports must be completed weekly, generated by Customer Support like regular 
service calls. Take daily notes of your activities, documenting details and times. On Monday 
mornings your reports will reviewed with feedback for improvement.

Work collaboratively—ask questions, share tips, and learn from peers, but do not copy.

1. Daily Email Updates

When in the field, you must send daily email updates to the designated address. Initially, 
your instructor may remind you, but this must become part of your routine. These updates 
serve to:

Inform Service Management of your progress.

Identify support needs.

Notify Schedulers and Managers if you finish tasks early for reassignment.

2. Formatting

Follow the standard format: WHO, WHAT, WHEN, WHERE, and HOW. Many technicians 
use their daily updates as a basis for service reports. Ensure time on your updates matches 
your service reports and timecards, as discrepancies may be reviewed.

3. Best Practices

Complete service reports, timecards, and expenses at the end of each week while in the 
field. This is paid work time and part of your responsibilities. Completing tasks promptly 
ensures accuracy and prepares you for the following week.

Daily email updates are _________________ in the field but not required while in Noblesville. 
Use field weeks to learn from senior technicians and refine your reporting skills.
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The Importance of Time-Sheets
Completing your time-sheets is crucial for many reasons, and it’s important to understand 
what happens behind the scenes after you fulfill this responsibility. At a minimum, you must 
complete your time-sheet weekly, though daily updates are preferred. While we understand 
this may not always be practical in the field, it is vital that your time-sheets match your Service 
Reports.

1. Why Accuracy Matters

If your time-sheets and Service Reports don’t match, you risk not being compensated for 
any extra time worked. Additionally, in Service, every task you perform is categorized (e.g., 
warranty, non-warranty, awaiting parts). This categorization is essential for:

Proper customer billing.

Calculating the company’s operating costs.

Managing payroll.

The Service Manager also relies on this information to estimate job durations. Inaccurate time-
sheets can lead to inefficiencies, confusion, and extended on-site work.

2. How to Categorize Your Time

When not assigned to a specific machine, categorize your time as directed. If you’re 
working on a machine at INDEX or during OJT in the field, it’s crucial to log your time 
accurately according to the provided guidelines.

3. What Happens if You Forget?

Mistakes happen—if you forget to log your time, don’t panic. HR will default your time 
to a standard 40-hour workweek. However, this does not include overtime or weekend 
bonuses. To receive compensation for missed time, you must:

1.	 ________________________________________________________________

2.	 ________________________________________________________________

While admitting the mistake may be uncomfortable, INDEX will ensure you are paid for all 
time worked. The missed time will typically be included in your next pay period, provided 
you take the necessary steps to report it.

4. Final Note

Accurate time-sheets are not just about getting paid—they support the company’s 
operations, ensure transparency, and help your team succeed. Make this a habit to avoid 
unnecessary delays or issues.
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Service Reports: Entering Hours Worked on Paycor
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Service Reports: Entering Hours Worked on Paycor
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Service Reports: Entering Hours Worked on Paycor
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Service Reports: Entering Hours Worked on Paycor
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Expense Reports: A Vital Tool to Track Travel Costs
Expense reports are one of the most critical administrative responsibilities you’ll have as a 
Field Service Technician. They are the only way to ensure reimbursement for your travel-related 
expenses, including food, rental cars, flights, and hotels.

At INDEX, we use Concur to manage expense tracking and reimbursement. Concur serves a 
dual purpose:

1.	 ____________________: To submit reports for reimbursement.

2.	 ____________________: To book flights, rental cars, hotels, and other travel needs.

Setup Profile

Your first step upon logging into Concur should be to set up your profile. This ensures all your 
personal information is correctly configured, streamlining future reporting and bookings.
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1. Creating a New Report

From the main Concur page, click “Create” and then “Start a Report.”

Report Naming:

If your charges are tied to a _______________________, include the number(s) in the 
report name.

For multiple service order numbers, list them all.

If no service order number applies, summarize the reason for the expenses in the 
report name.

2. Creating an Itinerary

An ______________ maps your travel stops. At least two stops are required: one for your 
destination and one for your return.

Itinerary Naming:

By default, the itinerary name matches the report name. Update it to something 
recognizable for easy reference.

When Itineraries Are Not Required:

If your expense report is for non-travel-related costs (e.g., safety shoes), no itinerary is 
needed as there is no per diem.

Example:

Stop 1: Departure to your destination.

Stop 2: Return from the destination.

For trips involving multiple sites in a single week:

Create a separate itinerary for each service order number or trip.

This ensures you receive the correct per diem, especially since the first and last days of 
travel are reimbursed at 75% of the full rate.

3. Entering Per Diem

Per diem rates are based on travel duration and activities.

Per diem is ____________ on the first and last day of travel.

Example Scenario:

Traveled to Chicago, IL for a week:

Departed Monday at 8:00 AM; returned Friday at 4:00 PM.

Per diem for Monday and Friday is 75% of the full rate since no overnight travel or 
extended workday occurred.

On Tuesday, dinner was covered by the INDEX Sales Representative. For this day, select 
“Dinner Provided” in Concur to exclude per diem for that meal.
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Remaining days were reimbursed at the standard rate of $69/day.

Important:

The per diem rate is a flat amount. Stick to it, as any overages will be your responsibility.

4. Adding and Categorizing Expenses

Typical Expense Types:

Hotel: Include all charges except incidentals.

Travel: Includes rental car, flight, or personal vehicle mileage.

Flights:

Book flights through Concur whenever possible.

For exceptions, direct approval is required from the CFO.

All GANT flights must be marked “Company Paid Credit Card” in Concur.

Delete auto-generated airfare lines in Concur and manually enter the actual 
amount, including service fees.

Rental Cars:

Reimbursement for fuel applies only to charges incurred during the rental period.

Avoid paid add-ons (e.g., GPS, insurance, non-free upgrades).

Do not elect insurance coverage; INDEX has a blanket policy covering domestic 
and international travel.

Vendor Recommendations:

Use National for airport travel (domestic).

Use Enterprise for local travel.

For international travel, compare options and select the lowest price.

Other Expense Types:

Shop Supplies:

Verify your department’s policy before making purchases.

Managers may differ on spending limits without prior approval.

Common guideline: Purchases under $100 may not require pre-approval.

Prohibited Categories:

Avoid using Expense Types under Relocation (Section 9) or Accounting Only 
(Section 10).

5. Additional Notes

Always consult your manager if unsure about specific expenses.

Follow company guidelines to ensure reports are accurate and compliant.
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Addressing Common Issues and Questions for Submitting 
Expense Reports

Meals and Per Diem

Meals do not need to be listed individually because per diem (daily allowance) is used 
instead.

Overnight travel automatically qualifies for a per diem allowance.

Extra-long workdays (12 hours or more) on short trips also qualify for per diem.

Attaching Receipts

Ensure the total amount is clearly visible in the receipt photo.

Expenses with unclear or missing totals will not be approved, and the expense report will 
be rejected for correction.

Service Report Requirement

Expense reports must be submitted with your weekly service report.

Important: If the service report is not signed and included, your expense report will be 
rejected.

Best Practices

For any expense that might raise questions, include a comment addressing the anticipated 
question.

While these guidelines may seem straightforward, they are easy to overlook during busy 
travel periods—refer back as needed.
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Booking Travel in Concur

Navigate to us2.concursolutions.com or Confluence home page and click Concur.

Login to Concur

Select - Home - Travel from the top left of the screen
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Flights

Policies

Lowest fare should be selected without a needed justification.

Flights higher than 20% of the lowest fair or higher than $800 on domestic flights and 
$1500 for international flights will require justification and approval from Kevin Tretter. 
You should also consult your Manager before submitting for approval.

Economy Main Cabin flights are the only reservations INDEX will pay for.

All flights can be canceled within 24hrs of booking without any cancelation penalties. 
All others can be canceled with a fee. All refunds for flights are for the same Airline 
originally booked.

Flight Change Process:

If you need to change your flight for any reason you should first consult with your 
Manager so they are aware. Next, you need to contact our travel agency Gant at the 
below information.

Gant Travel Management

400 West 7th Street, Suite 104

Bloomington, IN 47404

Phone: (224) 205-4713 Fax: (630) 227-3875

Toll Free: (877) 924-0303

After Hours: (224) 205-4713
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Choose if you will be making a round trip or if you are just flying one way. On the occasion you 
do not have a return date yet select one way. If you are unsure, ask your supervisor.

Enter the Airport code where you will be leaving

NOTE: Indianapolis is IND.  If you do not know what airport is close type the city or zip code 
that you will be traveling to.

Enter the airport code of the arrival city that you will be traveling to

NOTE: If you do not know what airport is close, type the city or zip code that you will be 
traveling to.
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Enter your departure and return date

NOTE: You can change the times if you know when you want to try leaving departure airport 
and leaving the arrival airport by clicking Time Preferences

Select - Search Flights

NOTE: Do not change cabin preferences to get the maximum options available.
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Select your departure flight by clicking book

NOTE: After selecting your departure flight, you will be given the option to select which 
cabin you’d like to select. It is the policy of INDEX that any flight booked not in Main Cabin 
will be the responsibility of the employee to pay for the extra cost. INDEX will not reimburse 
this expense. In the example above the employee would need to pay out of pocket $235 to 
upgrade to Main Cabin Flexible.

Additionally, as is the case in the example above, any flight above either 20% higher than the 
lowest available flights or $800 on Domestic travel and $1500 on International travel will need 
a justification.
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Enter your departure and return date

As in the case above if, your flight is out of policy, you will see the above warning. If your flight 
is within policy on the next step, click Book and Continue
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Click the box accepting the rules and restrictions and policies.

Select - Book and Continue

NOTE: You will be given the opportunity to customize your trip details or add a description if 
you would like.

You will need to add the Project Code (or Network Code) to the additional information 
box. You will also need to include the stated purpose for this trip.

Select - Finalize Trip
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POLICY VIOLATION:

For those with a policy violation warning you will need to select a reason from the drop 
down menu.

After selecting the drop down that most closely matches your reason for selecting the 
flight you need to add a comment with justification as in the example shown.
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Click the box accepting the rules and restrictions and policies.

Select - Book and Continue

NOTE: You will be given the opportunity to customize your trip details or add a description if 
you would like.

You will need to add the Project Code (or Network Code) to the additional information 
box. You will also need to include the stated purpose for this trip.

Select - Finalize Trip
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Rental Cars

Policies:

A rental car is required when traveling more than 300 miles one way.

National should be used for booking any rental cars when flying into an airport with the 
exception being on international travel only. 

Our Global Contract ID that should be used when creating a National rewards account 
is XZ08J98. If you already have a rewards account you need to link it to our Global 
Contract ID.

Enterprise should be used for booking any rental cars when planning a trip from your 
residence.

International rental cars should be price compared to all available option. The cheapest 
fair is what should be used.

Nothing higher than an Intermediate car should be booked. Free upgrades are ok to 
accept. However, it is your responsibility to verify there will be no extra charges at any 
point in the duration of the rental period.

Fuel charges either prepaid or because of forgetting to fill the tank upon return will not 
be paid by INDEX and will be your responsibility.

Insurance:

Travelers should not elect any insurance coverage as INDEX has both a domestic and 
international car insurance policy that covers all INDEX employees on official business. 
Travelers should double click the image below and save/print the applicable policy before 
travel.

           Domestic					            International
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Steps to enroll in the Emerald Club through National or link an existing account

Step 1:

Enroll in Emerald Club (loyalty program) 

www.nationalcar.com/enroll/XZ08J98  

Recognized at Both Brands (ability to earn points and rewards) 

National Brand – additional value – ability to bypass counter at Emerald Aisle 
locations

 

If you already have an Emerald Club number

Be sure to connect your Emerald Club profile to your company contract to access any 
new benefits and ensure your information is current.

Click on your company’s exclusive enrollment link (above).

Select “Enroll Now”.

Confirm your new company name is listed above and select “Sign In”.

Sign in with your Emerald Club Number & Password.

Confirm your company name is listed and select “Update”.

If you have a loyalty program with any competitor – and you are in the 2nd or 3rd tier 
program  – We will Status Match you into our program 

Use this Status Match link – Having additional Status – may help with vehicle availability

https://status.emeraldclub.com

 

Step 2:

Reserve Vehicles

Business Travel

Reserve via Normal Reservation Process –

Make sure your Emerald Club number – Loaded into your travel profile

For both National and Enterprise

Method 1:
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Select - The trip you’d like to add a rental car to.

Select - Add rental car
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NOTE: You can modify the details of your rental car reservation on this page. However, you 
should not need to change anything here unless you plan to drop off at a different location 
other than the airport you are going to be arriving at.

Select - Search

Select - Select

Select - Book and Continue

48



Enter the name of the pickup location, drop-off location (if different from pickup) and the 
dates and times you would like to pickup and drop-off the car.

Select - Search Rental Cars

Select - Select

Method 2:
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Select - Book and Continue
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Hotels

Policies:

Hotels are not required to be booked through concur. However, it is important to note 
the cancelation policy of the hotel to ensure your reservation can be canceled if your 
schedule changes.

Do not book prepaid hotels as schedules are subject to change with little notice.

INDEX does not require you to choose the cheapest hotel rate available. Hotel brands 
that are a popular choice and are typically within INDEX guidelines are IHG, Hilton, and 
Marriott.

Hotels above $130 per night will require approval and justification in the Concur app 
when booking. INDEX understands hotels in higher costs of living will likely incur higher 
rates. A simple justification is all that is required to your Manager when booking outside 
of policy.

Food and extra charges should be deducted from your hotel bill that you will use for 
your expense report.

Method 1:

Select - View Trips

Select - The trip you’d like to add a hotel to
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Select - Book and Continue

Select - Next

Here you should enter the check-in and check-out dates if they differ from your created trip. 
Additionally, you can change how you’d like to search for hotel as in this example within 10 
miles of Fort Wayne International Airport. If you have a preferred hotel brand you can select 
them from the Hotel Vendors list.
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NOTE: For this example, there are 2 available hotels for dates selected. Note that any hotel 
outside the policy will be flagged by a caution triangle. In this case, this hotel is higher than 
$130 per night policy.

Select - View Rooms

Select - View Rooms

NOTE: You should pick the lowest cost room available

Click the box accepting the hotel’s rate rules, restrictions and cancellation policy
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Select - Reserve Hotel and Continue

Method 2:

Enter the check-in date, check-out date and search criteria
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Select - Search

NOTE: For this example, there are 2 available hotels for the dates selected. Note that any hotel 
outside the policy will be flagged by a caution triangle. In this case, this hotel is higher than the 
$130 per night policy

Select - Search

Select - View Rooms

Select - View Rooms

NOTE: You should pick the lowest cost room available

Click the box accepting the hotel’s rate rules, restrictions and cancellation policy
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Select - Reserve Hotel and Continue
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Policy Violation:

If you are selecting a hotel outside policy follow the below steps.

Select - View Rooms

Select - Your room option

NOTE: You should pick the lowest cost room available

57



Here you will need to select the reason that most closely matches your justification for 
selecting this option outside of policy. Then you will need to provide a brief justification 
detailing the specific reason.

Click the box accepting the hotel’s rate rules, restrictions and cancellation policy.

Select - Reserve Hotel and Continue.
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