CANCEL TRAVEL RESERVATIONS in CONCUR

If you made your travel reservation via Concur and need to cancel your trip, follow these instructions:

Sign-In to Concur as usual.

Access your Trip Library (upper left)

Open the trip that you wish to cancel.

Trip Library

Search Trip Names

Dates To Use:

Date Range

@ Booking Dates () Travel Dates [79)04/30/2023  [710/30/2023 [ Include withdrawn trips @

Trip Name/Description Status Date Booked Start Date End Date Action
Trip from Chicago to Fort Myers (K5V8CG) Ticketed 08/10/2023 11/06/2023 11/09/2023 Cancel Tri
e Click on CANCEL TRIP (far right side)
[] Request Details - Google Chrome — O
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'x.
& concursolutions.com/request view.asp?transactionid=gWul8MeVkCZEUB3)j7zAHES8 & type=1&trplD=gWjd8iiVc... &

Cancel Trip

i

WARNING: You are about to withdraw your request. If you do this, all
reservations (including flight, hotel, rental car, and rail) will be cancelled.

If vou cancel a trip on the day of the planned trip and have hotel
reservations that have been guaranteed for late arrival, you must call the -
hotel directly or risk paying a no-show charge. Concur cannot cancel hotel
reservations made when you contacted the hotel directly.

If you have any questions, please contact your travel agent.

If you are SURE that you want to withdraw this request then please click
OK. Otherwise, click CANCEL. r

If you have any comments you would like to add (for reporting only),
please type them below and click QK. L
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Click on OK

Cancel m L




CANCEL TRAVEL RESERVATIONS in CONCUR

After you select OK, you get the following if you have hotel and/or car:

Rules and cancellation policy

TownePlace Sultes Dallas DFW Airport N 550

Piease newien the fabe fuled afd MeSircEor. balora Eodituing
Impartant infermation:

TOTAL RATE: 154.1 UISD
EXTRA PERSOMN: AFTER 2 PEQPLE - 23.00 USD FER EXTRA PERSON PER NIGHT
EXTRA PERSOMN: ROLLAWSY - 25.00 USD PER ROOM PER STAY

1541050 CXL FEE PER ROOM
CANCELLATION PERMITTED:

WP TO 10AYS BEFORE ARRIVAL
MUST GUARANTEE LATE ARRIVAL
REGALD

FLEXIELE RATE,

STUDID, 1 KING, S0FA BED

L :' | Agred [0 (Med NODE T A NESS, FELFCOONS., Wd'0N CANCEESIN Doy

Make sure that you are cancelling your hotel reservation before the cancellation fee is accessed (most
hotels are 48-hours prior to arrival; however, there are also hotels that have longer or shorter cancellation
periods).

e Click on ‘send this trip to a travel agent to cancel

This trip has air travel that has been ticketed.
A travel agent may be able to refund all or part of this trip.
Trip Record Locator : KSVBCG

Comments for the Travel Agent

Send this trip to a travel agent to cancel Return to Travel Center

You will receive this message from Concur that your reservation is cancelled.

Your trip has been sent to your travel agency for assistance.

Your trip has been cancelled

Retum to Travel Center



