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Your Nominees for Staff Travel 
2009 and ConcessionsOnline
• This guide will show you how to

• check and update your Personal details
• check existing Nominee details, and change or set up your 

nominees for travel from 01 April 2009

• You may nominate one person of your choice, and your 
children if they are under 24

• ‘Current Nominee’ status can only be changed after a minimum 
of 6 months

• Nominees need to be registered in ConcessionsOnline before 
they can be selected for travel in the online booking system

• For more information on Staff Travel 2009 and Nominees, see 
the Staff Travel 2009 FAQs.
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Accessing Concessionsonline

After logging in to Employee Self Servce 
(ESS) at my.baplc.com, using your BSAFE 
password…

Go to Shortcuts on the ESS page, and click 
ConcessionsOnline

(see following slide for what to do next…)
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New ConcessionsOnline terms 
and conditions

Please read, then Accept or Decline as appropriate.

You need to accept these conditions before being able 
to go in and view/ update your nominee details
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ConcessionsOnline Welcome screen

The following screens will show you how 
to check and update your details and 
manage your travel nominees…

From here you can…

• Check and update your Personal Details

• See your Travel Nominees
(for travel up to 31 March 2009)

• Manage your Nominees for Staff Travel 2009 
(for travel from 01 April 2009)
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How to update your Personal Details 

in ConcessionsOnline
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Updating your Personal details
• Click the Update button in the section you want to 

change, and on the resulting Amend Personal Details 
screen make your changes…

…some examples of these screens will come up next

Phone/ Email
• You must provide a valid email address so that 

confirmation of your updates can be sent.

• A valid email address is also required to 
complete staff travel bookings.
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Update Basic Details

1

2

Once you’ve made your changes, 
click the Submit button

What you can update
any item with a white box to the right…

either clicking in the box first and 
then typing in the information, or

clicking the downward arrow to select 
an item from a pre-filled list
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Update Home Address

You can update any of the fields on this screen…
either clicking in the box first and then  typing in the 
information, and

for your Country of residence, click the downward arrow 
to select the country from a pre-filled list

Once you’ve made your changes, 
click the Submit button
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Update Phone / Email

1 2 3

Once you’ve made your changes, 
click the Submit button

You can add new, amend existing or delete contact details by…
first clicking the Add button

then the downward arrow to select the type of contact information you 
want to include  (a new line will appear for each type of contact information)
Then type in the new information, or

1. clicking in the box first and then over typing the existing information, or

2. using the Delete button next to the line you want to remove
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Checking Nominees in 

ConcessionsOnline
(for Staff Travel up to 31 March 2009)
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Nominees example 1
(up to 31 March 2009)

As the new ST09 Nominee policy stipulates 
you may nominate just one person - plus any 
children if under 24 years - these records will 
carry over to ConcessionsOnline and the 
nominees will be available to add to staff 
travel bookings from 01 April 2009

In this example, an existing 
nominee and a child under 24 will 
be valid until 31 March 2009

This screen will not be used or 
be visible from 01 April 2009
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Nominee example 2
(up to 31 March 2009)

As the new ST09 Nominee policy stipulates you may nominate 
just one person - plus your children if under 24 years - anyone 
with more than one person already nominated will see that their 
Nominees will no longer be available to add to staff travel 
bookings after 31 March 2009

This example shows three existing nominees, of which one will need 
to be chosen for Staff Travel from 01 April 2009, with the other two 
remaining as potential travel nominees in ConcessionsOnline
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Checking and updating Nominees in 

ConcessionsOnline
(for Staff Travel from 01 April 2009)
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New Nominee definitions

ConcessionsOnline shows two new types of Nominee:

• Current Nominees - who are can be included in your 
bookings as they appear in the online staff travel booking 
system.

Current Nominees cannot be changed for at least six 
months after their ‘Effective from’ date.

• Potential Nominees - who could appear in the online staff 
travel booking system, but are not yet showing.

Potential Nominees only become eligible for travel 
bookings once they become Current Nominees.
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ConcessionsOnline tips

In the period from 16 February to 31 March 2009

• check your Nominees in ConcessionsOnline to ensure 
the correct person - and any children under 24 - is listed.

• Whoever is listed as a Current Nominee in 
ConcessionsOnline will be your travel nominee from 01 
April for a minimum of six months…

• …if you want to replace them with a different nominee, 
you should do this before 31 March 2009.
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It takes at least 24hours for any Nominee changes to 
take effect, so you should make any changes well in 
advance of your departure date so that you have enough 
time to make a booking including the changed Nominee.
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Checking/ updating your
Travel Nominees – ST09
The following screens show examples of how to:

• check Nominee status and details

• change Nominee details

• add new people to your Potential Nominee list

This guide also outlines what to do if 

• you have more than one person listed as a Potential 
Nominee and you need to decide which of them is to be 
your Current Nominee to appear in the online staff travel 
booking system
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Check Nominee status
and details
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If your nominees details are correct, no further action 
is required.  Click Exit ConcessionsOnline to finish.
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Click Exit ConcessionsOnline to finish.

If you need to make changes, eg title or name…

• first select the nominee by clicking the      button

• then click Update details and make the changes

• when finished, click Submit.

Change Nominee details
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Add a new Nominee
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Use the Add Person option to add a Potential Nominee.

Potential Nominees can only become eligible once your 
Current Nominee has reached the end of their current 
period (minimum of 6 months).
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Add a new Nominee
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…then fill in the required information

• Title and Relationship: Use the down arrow to call 
up a list from which to make your choice

• First/ Middle/ Last Name: Click in the field and 
type in the information

• Gender: Click on the appropriate option to select

• Date of Birth: Type in the date following the 
format shown or use the calendar button to pick 
the date

…and when finished click Submit
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Choosing an existing
Nominee for travel from
01 April 2009
In this example, three existing Travel Nominees have been 
carried over to Staff Travel 2009 as Potential Nominees. 

Under the new ST09 policy, you can only have one 
Nominee - and any children under 24 - so any of the 
Potential Nominees needs to be listed as a Current 
Nominee to be available for bookings from 01 April 2009.

The following screens show how to move your chosen 
nominee to Current Nominee status.
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You can select one of your Potential Nominees - plus your children if 
under 24 - to become Current Nominees and so available to add to 
staff travel bookings.

•first select the nominee by clicking the      button

•then click Nominate Person

Choose a Current Nominee

The new Current Nominee ‘Effective from’ record will be updated 
overnight, so it is important that you make any Nominee changes 
at least 24 hours before you need to make a booking
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Choose a Current Nominee
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Click OK to move to the next stage
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Choose a Current Nominee
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for Staff Travel 2009

Click Submit to make the selected Nominee  a 
Current Nominee and available top add to travel 
bookings from 01 April 2009
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Choose a Current Nominee
fr

o
m

 1
6 

Fe
br

ua
ry

 2
0

0
9

The update to Current Nominee status has been confirmed.

Current Nominees remain in place for a minimum of 6 months.
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Summary

• Go to my.baplc.com and log in using your BSAFE password 
to access ESS and then ConcessionsOnline

• Where necessary update details straightaway

• Any Potential nominee you want to include in your staff 
travel bookings will need to be changed to Current 
nominees for travel from 01 April 2009

• Check the Staff Travel Online booking facility on their 
‘Effective from’ date to see that your Nominee has been 
updated accordingly

• For more information on Staff Travel 2009 and Nominees, 
see the Staff Travel FAQs.
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ConcessionsOnline
Updating your Staff Travel nominees 
for Staff Travel 2009

Former staff

End of guide


