How to Cancel Airline Reservations
Made In TTE

Employees have three options:
Option 1:

Call Travel Inc. directly to cancel the existing flight reservation and apply towards
new reservation.

a. There is an additional fee to your agency to do this.

Option 2:
The employee can cancel the ENTIRE reservation in the TTE system:

a. Navigate to the trip in My Trips on the Home Tab or Upcoming Trips or Trip
Library located in the Travel tab.

b. To cancel everything on the reservation, click on Cancel Trip on the same
line as the Trip Name.

Travel Alerts

O Triplt creates instant mobile itineraries for business and personal trips.
Simply connect your Concur account to Triplt. No thanks

Company Notes || Upcoming Trips || Remove Trips

Trip Name/Description

Status Start Date End Date Action
Trip from Atlanta to Washington 323 to 25 (33WPP3) Confirmed 03232015 0325/2015 Cancel Trip
TRAINING
c. You may enter a reason for the cancellation in the ox provided. This is
optional.
d. Click on OK to confirm that you want to withdraw the entire trip.
e. Everything on that trip reservation will be cancelled.
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Cancel Trip

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

[fyou cancel a trip on the day ofthe 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.

Ifyou are SURE that you want to withdraw this requestthen please
click OK. Otherwise, click CANCEL

Ifyou have any comments you would like to add ifor reporting only),
please type them below and click OK.

f. If there was a hotel reservation on the trip you just cancelled you will need to
click on the box next to agree with the hotel cancellation and rate policy.
g. Click Continue.
Note: Currently only hotels require this additional step.

Rate details / Cancellation palicy

Hotel Rates

116.99 USD PER MNIGHT STARTING 23MAR FOR 2 NIGHTS
233.98 USD TOTAL RATE STARTING 23MAR FOR 2 NIGHTS
ROOM RATE DETAIL: ALL KNOWN TAXES/FEES/SURCHARGES
15.21 USD SALES TAX PER NT BEG 23MAR FOR 2 NTS

264.40 USD TOTAL AMOUNT OF STAY =

CANCEL

TO AVOID BEING BILLED CANCEL BY 04 00 PM 22-MAR-15
PENALTY AMOUMNT 116.99 USD PER ROOM PLUS TAXES
MINIMUM LENGTH OF STAY 1 DAYS

MAXIMUM LEMGTH OF STAY 99 DAYS

CREDIT CARD GTE

STATE GOVT RATE

MUST SHOW GOVERNMENT IDENTIFICATION AT
CHECK-IN. AVAILABLE IN STATE OF EMPLOYMEMNT.

2 DOUEBLE BEDS NON-SMCKING ROOM WITH

FREE CONTINENTAL BREAKFAST FREE

WI-FI COFFEEMAKER AND HAIRDRYER

STATE GOVT RATE

(]! agree to the hotel's rate rules, restrictions, and/or cancellation policy. i

:
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h. TTE will begin cancelling your trip.

Cancelling your trip...

CONCUR

Please stand by

Please da net edase this window whis on this “Stand-By” page
If you accidentally close it. you can find a link 12 this trip on your travel hama page
under the name “Unfinished Resenvation™ Clicking that Bnk will allow you to continue your booking

i. TTE will advise when the cancellation is complete. Click on Return to Travel
Center.

Your trip has been successfully cancelled.

Histel Caneellstion
Bk DAYS BN WASHINGTON OC

(@ CONCUR

J. The trip will no longer appear in the Trip List or Upcoming Trips but will

appear in the Trip Library as a withdrawn trip.

k. If cancelling a hotel reservation within 24 of the deadline in the cancellation
policy for the hotel, additionally call the hotel to advise them you cancelled
through your travel system and make sure they update their system to avoid

cancellation feesl.

Company Notes || Upcoming Trips || Remove Trips

Trip Name/Description Status Start Date End Date Action
Trip from Atlanta to Washington 05/25 to 28 (20VUR2) Sending trip to agency 0S/252015 052702015 Cancel Trip
TRAINING
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Option 3:

The employee can cancel the airfare segment of a trip and leave the remainder of
the reservation intact.

a. Navigate to the Trip Library or My Trips located in the Travel tab.
b. Click on the Trip Name to open the Travel Itinerary.

Help ~
CONCUR Requests Travel Expense Approvals App Center .
Profile ~
-
Travel Arrangers Trip Library Templates Tools
Search value Dates To Use: Date Range
PSp— S Include withdrawn trips
® Booking Dates () Travel Dates | 10/13/2014 ||04/13/2015 "
P Name/Description Status Date Booked Start Date End Date Action

Trip from Atlanta to Washington 05/25 to 28 (20VUR2) Confirmed 04132015 05/25/2015 052772015 Cancel Trip

TRAINING

4|Page

Monday, May 25, 2015

c. Select Cancel All Air on the air segment to completely cancel all airline

reservations on this booking and leave the other reservations (such as hotel)

intact.

Flight  Atlanta, GA (ATL) to Washington, DC (DCA) ( Cancel all Ar

Delta 2338

Departure: 10:20 AM Confirmation: F94IUG
Seat: 18C & Change Seat Status: Confirmed

Hartsfield Intl Arpt (ATL)

Terminal: S

Dwration: 1 hour, 51 minutes
Nonstop

Arrival: 12:11 PM
Ronald Reagan Mational Arpt (DCA)
Terminal: B

Additional Details

Aircraft: Douglas MD-80 Distance: 547 miles
E-Ticket

Cabin: Eccnomy (L)}

Holiday Inn Arlington at Ballston Change | Cancel

4510 N Fairfax Dr
Arlington, Virginia, 22203
Us

¥07-047.02

d. You will be asked to confirm that you want to withdraw the specific segment

selected.
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e. TTE will cancel what you have selected to withdraw, update the itinerary and
email you an updated itinerary. In our example we cancelled the air
reservation but kept the hotel reservation.

RESERVATIONS
Monday, May 25, 2015

Holiday Inn Arlington at Ballston Change | Cancel

4510 N Fairfax Dr
Arlington, Virginia, 22203
us

703-243-3800

Checking In: Mon May 25 Confirmation: 68911350 $HIS$
15:00 Status: Confirmed

Reom 1, Days 2, Guests 1 Rate Code: TONND134

Checking Out: Wed May 27

12:00

Additional Information

Rate:
May 25 - May 26 S$16%.00 USD
May 26 - May 27 5225.00 USD

Room Details
Room Description: RoomDesc riptionCode TQNND13A
Special Instructions: Queen Nonsmeking Earlycheckin

Cancellation Policy

Cancellation Fees may apply
Caxl After 1800 24May Forfeit First Nite Stay

o Add to your Itinerary

f. Follow the Next prompts at the bottom right of the page and then click Finish.
You are not finished until you see:

Finished!

Trip Summary
Your reservation has been booked, but not yet processed. Travel Incorporated will send you the final itinerary/invoice once completed. If
_— you do not receive your email within 24 hours, please call the Travel Incorporated Online Technical Support Desk at 1-866-738-6444 for
Finished! assistance.

Trip Record Locator : 20VUR2

A copy of this itinerary has been sent to your travel manager.
Your itinerary has been saved. Travel Incorporated (321) will service your itinerary
Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice.

ontact [nformation

g. You may then click Return to Travel Center. The trip will be updated and a
new itinerary automatically emailed to you.

h. The next time you make an airline reservation that is not via Southwest
Airlines, the system will review the “unused” ticket and automatically apply
that unused ticket to the new reservation as long as all fare rules apply and
the same airline is being used.

(Note: For Southwest, call Travel Inc. to book the reservation and use the open
ticket.)
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i. Employees have 1 year to apply unused tickets from the original date it was
purchased (not from the date the travel was for!!).

NOTE: Even if the reservation is cancelled, the employee incurs the travel
agency fee which should be imported to the next expense report.
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