SAP

Changing a Purchased and Ticketed Trip

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

Note that certain scenarios may 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.

1. Tochange an existing trip, = —
on the Upcoming Trips tab, [ I e e
click the ticketed trip that
you want to change.

You can Change or Cancel a
ticketed trip from your
itinerary.

2. To cancel the entire trip,
click Cancel All Air.




3. Tochange a trip, from the
itinerary, click Change.

4. Inthe Change Flight
window, you can change
either segment of your
flight.

Concur Travel will
automatically adjust any
car or hotel reservations to
match the days of the flight
change.

5. Select the day and time
for your flight, and then
click Search.

e B LT AT e g
[ it e L A, e e

= St i W DB AN

i s
S
Conlirmation: . I

RESERVATIONS

Wedoesday, Fobruary 20, 2019

Flight  Raleigh/Durham, NC (RDU) to New York, NY FK)

Deita 3384

OPERAFED BY ENDEAVOR AIR DBA DELTA CONNECTION

Departure: 11:17 AM Confirmation: HILEW

WA Dt Ripon A0 Lt Cotsrmad

Tewest 1 G uwy-—mm
N







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

8. Click Purchase New

Flights to continue with PET | pessenotetht e con

f prchask

the exchange.

To cancel the exchange,
click Cancel Flight
Exchange.
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