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How To: Make Air Changes in Concur 1r
THE TRAVEL TEAM

Users will locate the trip they need to change in their Upcoming Trips List or Trip Library.

Once the desired trip is identified, users will select “change”.
Monday, June 20, 2016

— Flight  Chicago, IL (ORD) to Atlanta, GA (ATL)
United 1892
Departure: 05:35 PM Confirmation: s
Seat LMD (Confimed) < Change Seat Stals Confirmed
A pop-up will appear with Flight results are offered similarly to the standard
pre-populated information booking process. Once flights are selected, users
T . finalize the purchase.
Flight Information
Make changes to the following flight segments:
it =S onms ) 2 O ey O 1 Air exchange total cost (fare plus penalties) is greater than §1
\@ O'Hare Intl Arpt (ORD) to Hartsfield ind Arpt (ATL) Cu[[enl Fl.ghlS:
Carrler Flight Number Frm To  Depant Armrive Class
UNITED a 1892 ORD ATL Jun200535pm Jun2008.S0pm K
Sl LA ¥ Carrier Flight Number Frm To Depart Arrive Class
UNITED | 28t ORD ATL Jun1702:45pm Jun 170556 pm K
mm Exchange details
Onginal Airfare UsSD288.20
New Airfare USD298 20
Airfare Difference UsSD10.00
. . Forfeited Fare Amount: 0.00
Once ticketed, travelers will Exchange Fee: USD200.00
receive an updated TTT itinerary Total Cost of Exchange: USD210.00

» Users cannot make changes to an air reservation on Concur that is in progress. A TTT agent
will need to be contacted.

> This functionality only applies to changing departure time or date. If a change in city pair is
needed, the trip must be canceled and can be rebooked with an unused ticket applied.

> Changes in Concur must retain the original carrier.

> If users select “Modify Related Bookings” during this process, Concur will update their
associated car and/or hotel booking if applicable. Please review these to ensure accuracy.

> If making a change to a Southwest booking, please remember that ticketing occurs when
flights are selected, rather than when “Purchase New Flights” is clicked.

> Users are unable to make changes in Concur to bookings made in the reservation center. A
TTT agent will need to be contacted.

» Changes in Concur are assessed an Agent Intervention fee (only).

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




