SAP Concur SAP

Changing a Purchased and Ticketed Trip

On the SAP Concur home page, on the Upcoming Trips tab, you can make changes to
a purchased and ticketed trip.

Note: Certain scenarios might be influenced by third- or fourth-party participants. In
some cases, you must contact the vendor/provider directly to change a purchased
and ticketed trip.

Travel ~
1. Tochange an existing L mpim e oo
trip, on the Upcoming | searen Mers  ©
Trips tab, select the X B = 8 o
. . Mixed Flight/Train Search Compary hiotes] | Upcomin Trips | Tpa Awaiind Approve!
ticketed trip that you Comme ) oo waen
want to change. o ~
You can Change or =
Cancel a ticketed trip
from your itinerary.
2. To cancel the entire Reservations
trip, select Cancel All encoy ApTn B
Air @ Flight New York, NY (LGA) to Chicago, IL (ORD) Change | Cancel all A
United 1788
Operated by: United
Departure: 08:00 AM Confirmation: JKNJG4 Seat: 36A (confirmed)
?;':i"\;nal"k Ea@uardiamrpnrl (LGA) Status: Change seat
Duration: 2 hours, 37 minutes
Nonstop
Arrival: 09:37 AM
Chicago O'Hare Intl Airport (ORD)
Terminal: 1
Additional Details
Aircraft: Airbus A320 Distance: 733 miles
E-Ticket
Cabin: ECONOMY (K) Meal: No Meal Served
[ ] 4 hr, 33 min layover af Chicago O'Hare Intl Airport (ORD)
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> jochangea T
Monday, 09 October 2023

from the itinerary, @) Flignt  Boston, MA (B0S) to Chicago, IL. (ORD) (icnnce
select Change.

A\ Your flight is confirmed, but a seat was not successfully reserved.

United 0621

Qpersted by United

Departure: 07:30 AM Confirmation: Seat: No seat
Boston Logan intl Asport (BOS) Status. Confirmed Seloct a sea
Tormnal B

Dutation 2 hours, 52 mntes

Nonstop

Arrival: 09:22 AM
Crucego O'Here Intl Arpont (ORD)
fermmat 1

Adcditional Details

Arcraft Boong 737900 Destanicn 564 rralos
E-Tickat

Emmsions 4706 bs CO0

Cabin ECONOMLY FULLY REFUNDABLE (W) Mool Meal at Cost

g Add to your Itinerary

4. Inthe Change Flight
window, you can

. Change Flight
change either g 2

Segment of your Make changes to the following flight segments

ﬂ |ght SeleCt the day Boston Logan Intl Airport (BOS) to Chicago O'Hare Intl
) Airport (ORD)

and time for your From

BOS - Boston Logan Intl Airport - Boston, MA

flight, and then To
SeleCt SearCh ORD - Chicago O'Hare Intl Airport - Chicago, Il |

Depart

Concur Travel will e o
automatically adjust =2 -
any car or hotel

reservatlons to 2;?::,??8%2:” Intl Airport (ORD) to Boston Logan Inti
match the days of Fég.cmcago O'Hare Inti Airport - Chicage, |

the flight change. Te

BOS - Boston Logan Intl Airport - Boston. MA |

Depart
10/10/2023 dep v|| 07:00 am v
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5. Onthe Chosen Carriers
window, select from the
new available flights,
and then select Get
Price.

If the exchange costs
more than purchasing a
new ticket, SAP Concur
displays a popup
window.

6. Select Purchase New
Flights to continue with
the exchange.

To cancel the exchange,
select Cancel Flight
Exchange.

After you make the
changes, the Flight
Information window shows
the original airfare, new
airfare, airfare difference,
exchange fee, and the total
cost of the exchange.

Last updated: 15 November, 2023
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Cont of encharge: $204.00. Coxt of new bkt 130,70

vhange Fee 150 T2 50p the sxcharge, Ciok on cancel and rtum 1o the g
Jogibe,

Flight Information

Current Flights:

Carrier Flight Number: Frm To  Depart Arrive Class
UNITED @ 0621 BOS ORD 090ct07:30 am 09 Oct 09:22am W
UNITED@ 1803 ORD BOS 10 0ct07:37 am 10 Oct 10:58 am V
New Flights:

Carrier Flight Number: Frm To  Depart Arrive Class
UNITED @ 408 BOS ORD 06 Nov0946am 06 Nov1143am T
UNITED @ 2306 ORD BOS 07 Nov01:59pm 07 Nov05:19pm G

Exchange details

Original Airfare USD586.44
New Airfare USD257.80
Airfare Difference USD-328.64
Forfeited Fare Amount: 0.00
Exchange Fee: USDO0.00

Total Cost of Exchange: USD-328.64
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