How To: Apply Unused Tickets in Concur -“-
THE TRAVEL TEAM

Users will follow the existing process to search and book airfare.

Once the Trip Booking Information page is reached, a required field is presented:
“Would you like to apply an unused ticket credit to this reservation”

Templates Tools

Trip Booking Information

For assistance with online booki or agent assi please call The Travel Team at .

If you are looking to purchase a preferred seat after your airline reservation has already been ticketed, you must call The Travel Team
or go to the airline website in order to confirm the purchase of the seat.

Please note: Seat prices can range from $2.00 to $350.00 or more per seat based on the length of the flight.
The trip name and description are for your record keeping convenience.
Trip Name Trip Description (optional)

This will appear in your upcoming trip list Used to identify the trip purpose

Trip from San Francisco to Los Angeles

Would you like to apply an unused ticket credit to this reservation? [Required]

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.

> This process is not available for Southwest, Frontier and Porter unused tickets.

> If applying an unused ticket for imminent or same day travel, we recommend contacting an
agent for fulfillment to ensure immediate application and no disruption to travel plans.

> If a user selects “yes” but does not have an applicable credit, the booking process will
progress uninterrupted.

» Concur Bookings with an unused ticket applied will be assessed an Agent Intervention fee
(only).

> Airlines penalties/change fees will still apply.

As a friendly reminder, users can review their available Unused Tickets in the following places
within Concur:

1. Concur Homepage

2. Traveler Profile

3. Air Matrix Search Results

Still have questions? Contact TTT’s Online Support Team for assistance




