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Using Concur® Cligbook Travel

Welcome to Concur CligbookTravel, Concur’s powerful employee travel management solution that
enables you to create travel bookings online.

Concur’s Cligbook Travel feature enables you to:
e Search the same vendor inventory that your travel agency uses.

e Find, coordinate, and reserve your airline, rental car, hotel, rail, limo, or dining reservations for
your business travel.

o Comply with your company’s travel policy when booking your travel.



Step 1: Log on to Concur Cligbook Travel

1. Logon to Concur Cligbook Travel. When starting Concur Cligbook Travel, you will first
see the Log On page.
www.travelfocus.com/icon When logging onto Concur Cligbook Travel,

. remember that your password is case sensitive.
or www.concursolutions.com

= -L_ NN oo e

Welcome

Notice:
If you experience difficulty logging into the site, please click on the
Forgot wour passwoard? link below .

® Sivous éprouver des difficutés & ouwrir une zession danz ce site, weuillez cliguer sur le lien
Yous avez oublié votre mot de passe? ci-dessous,

User Name

Password

Forgot your user name?
Forgot your passwaord?
Passwords are case sensitive.


http://www.travelfocus.com/icon
http://www.concursolutions.com/�

Section 1: Travel Center

From the Travel Center page, you can start booking a trip, access other travel information, or view
previously booked or completed trips. The links in the grey bar in the application help you navigate
through the system. The available links vary based on your company’s configuration. The Travel
Center page is comprised of several sections that make it easy to navigate and find the information

you are looking for.

Familiarize yourself with the available options

Explore the Home section.

Explore the Trip Library section.

View the Templates section.

Familiarize yourself with the Policy section.

Explore the Profile section.

View the Tools section.

Additional Information

Select Home to return to the Travel Center from
any location in the travel service.

In the Trip Library section, you can view a list of
trips You can locate trips that fall within a specific
date range by changing the dates and then clicking
Search.

In the Templates section, you can view company
pre-made itineraries or create templates for your
own recurring trips.

In the Policy section, you can see your company’s
specific travel rules for using Cligbook. Check with

your travel department for your organization's full

travel policy.

In the Profile section, you can access or modify
your profile as described in the Travel Profile
section. If you are an assistant or arranger, you can
also use this link to access and manage profile
information on behalf of another employee.

In this section, you can find contact information,
international travel help, maps, and other helpful
travel links.



Familiarize yourself with the available options (Continued)

Help  Log Out

Reports  Administration  Profile

mn Py Profie Tock Clasaok XA

Flight || Car  Hotel | Ride | Rail || Flight Status

Dining

Home  Trip Lbrary  Templates Mestrgs | Meeting Admin

Travel Information

[E=F You have unused tickets

@& Round Trip O one Way O Multi

Departure City W

AL

IDAL - Love Field - Dallas, T%

Arrival City [

Departure
[ |[depart v [mooam w22

Return -
[ || depart vHS:UUpm v”iz w

O Pick-up/Drop-off car at airport
] Automatically reserve this car

[CIFind a Hotel

Clrefundable only

MNumber of adults ‘1_\'_i
Search flights by: @®vprice O schedule

Company Notes

This iz & new Travel Center greeting

You are administering travel for: %_Mi




Section 2: Updating Your Travel Profile

Step 1: Change Your Password

1. On the Travel Center homepage, click the
Profile link on the grey menu bar at the top
of the screen.

2. In the Other Settings menu, on the left
side of the page, click the Change
Password link.

3. Enter your new password and then click

Save.

Additional Information

Before you use Cligbook for the first time, click the
profile link to review and update your profile. You
must save your profile before you first attempt to
book a trip in Cligbook.

If you are a travel arranger, select the profile that
you want to edit from the You are Administering
Travel For dropdown menu (at the top of the
Profile page). You can also select the traveler's
name from the Travel Center page and then click
Profile.

To change your password, you need to know your
old or temporary password.

Travel Reports

Administration | Profile | Help

Log Out

Personal Information

Change Passwaord  System Settings

Travel Yacation Reassignment

Change E-Mail Settings

My Profile

Your Information

Home Address
Company Address
Contact Information
Emergency Contack
Credit Cards

Travel Preferences

Air and Ruail Travel Preferences
Hatel Preferences

Car Rental Preferences
International Travel
Assistants/Arrangers

DOther Settings

System Setkings

Sek-up Checklist

Change Passwaord

Privacy Statement

System E-mail Settings

Travel Yacation Reassignment
TI'm Assisting. ..

B R SRy SR SESN S WP S e SR S e

Select one of the following to customize your user profile,

],

L! I. ‘our home address and emergency contact information,

G [l E

Personal Information

Company Information

‘our company name and business address or your remoke

location address.

Credit Card Information

‘fou can store wour credit card information here so you don't
have ko re-enter it each time vou purchase an item or service,

Travel Preferences

Carrier, Hotel, Rental Car and other travel-related preferences.,

Expense Preferences
Select the options that define when wou receive email

natifications, Prompts are pages that appear when yvou select a

certain action, such as Submit or Prink,

System Settings
‘Which time zone are wou in? Do you prefer bo use a 12 ar 24-
howr clock? when does your workday start/end?

Contact Information
How can we contact wou about your travel arrangements?

Setup Assistants
‘fou can allow other people within your companies to book trips
and enter expenses For wou,

Travel Yacation Reassignment
Going to be out of the office? Configure wour backup travel
manager.

Change E-Mail Settings
Change parameters for automated system E-Mails,

Change Password
Change wour password,

TSP =
N AN AR S g = Bt



Step 2: Change your Time Zone, Date Format, or Language

1. On the Travel Center homepage, click the You can change the system anc_i regional settings
Profile link on the grey menu bar at the top (number, currently, date, and time format).
of the screen.

2. In the Other Settings menu on the left
side of the page, click System Settings .

3. On the System Settings page, update the
appropriate information and then click
Save.

Teavel  Expense  Repopts. Preofile)  Help Log ot

System Settings

Dot
English (American) [+ |

Thmee 2o (hocal teme)
[(GMT-0%:00) Eastern Time (US & Consda) |

Start wesk on StartOsy View At EndDay View Al Defout View  hilaMem
[sumdny ]  [Bem ] [sem | [momn vl [mae v

Reqional Preferences Other Preferances

Nurfibesr Fiasrimas CourdryiCumency Haoifi Paga IRorerk: per e
[1000.00 [ [Lnited States ot America 5 ) | [y Oty v| |z ~|
Piacemenh of Clemency Symocl ) .
Diste Format Tirme Foernat Hou e Sepsrator

[mnsterryy v [hmmampm ] [ ] 06/ 12007 5.37 BV

Appreval Hetification Emails

L0 0 Y A R S o ™ P




Step 3: Update Your Personal Information

1. On the Travel Center homepage, click the
Profile link on the grey menu bar at the top
of the screen.
2. On the My Profile page, update the Complete the 8 sections of the Travel Profile:
appropriate and then click Save. e Name & Airport Security
e Home Address
e Work Address
e Emergency contact
e Contact Information
e Voice Access

e Travel Preferences (such as Aircraft seating,
Hotel accommodations, and Car type)

e Credit Cards

You must complete all fields marked Required (in
orange) to save your profile.

Verify that the first and last name fields match the
ID used at the airport.

If you cannot edit these fields, contact your travel
agency or travel manager to make changes.

The country you select in the work address fields
will determine the default map that appears on the
Cligbook Map tab.

There are several Save buttons on the profile page.
You only need to save once as every Save button
saves the entire profile.

After you save your profile, the Travel Center page
appears.



Step 3: Update Your Personal Information (Continued)

Raports. Profile Halp  Log Cut

Hoime Address  Work Addrgss  Contectiflo, Emeroincy Contedl Irawel Preférences Assislands Credi Cards ‘
Dierablisd fialds (Gray) cannct be changed, I there ara srors i thess fslds, eonlact your Sommpany™s Iranns acmiristralor
Fiakdz marked [Feguined] mus be complelad fo 2ave your profile,

Your Iame arl Al port Security: Pleass make carlain fhal the first and last names shown below are identical 1o (hose on th pheto -.“.ertinca*liammw\:\uwﬂ"
be presenting of the srpon . Due 1o Doreased arport securty, you may be tuerned secy of the ootz if the name on your identification does not match the nome m’

siokir ket

Title Firsk Mame siddle Hame Hitkname LaskMame Suiffin }
Brenng | Calra

Employes 10 a

Manager Position/Title _ Org, Unit/Division ?

Home Addreas

Street = -~

City State, Province, Region zlp_{'na‘ull:u-d-

Step 4: Set up a Travel Arranger or Assistant

1. On the Travel Center homepage, click the Use Assistants & Travel Arrangers to allow your
Profile link on the grey menu bar at the top travel arranger to view and modify your profile or
of the screen. book travel and trips on your behalf.

2. Click the Assistants link at the top of the
Profile screen.

3. Click the Add an Assistant link to search Important: Your assistant must have an existing
for your assistant’s last name. Cligbook account before you can add him or her to
your profile.

Hint: When searching, use the following format:
LastName, FirstName (no spaces).

For example: Smith,June

Assistants and Travel Arrangers
Please select the individuals within wour organization that wiou would like o give permission to perform travel or expense functions For you,

] Refuse Self Assigning Assistants [
Your Assistants and Travel Arrangers + fdd an Assistank ‘

Hever, William (Primary Travel Azst) Can book travel?

£ X ¢
w~«~r*~__&'*~-ww~_w~«q¢*'w*tww~—;

10



Section 3: Make a Travel Reservation

Step 1: Make a Flight Reservation

1. Click the Flight tab at the left side of the
screen.

2. Select one of the following types of flight

options:
= Round Trip
=  One Way

=  Multi Segment

3. In the Departure and Arrival City fields,
enter the cities for your travel.

4. Click in the Departure and Return date
fields and select the appropriate dates from
the calendar.

5. If you need a car, select the
Pickup/Dropoff car at Airport checkbox.

6. If you need a hotel, select the Find a Hotel
checkbox.

7. If also booking for a companion, select the
number from the Number of Adults drop
down.

11

Additional Information

If you have a Car, Hotel, Limo, or Rail to book
without airfare, use the corresponding tabs.

You can also select your travel cities from the
Cligbook Map by clicking on the city.

When you type in a city, airport name, or airport
code, Cligbook will automatically search for a match.

You can also select the appropriate Departure and
Return times and date range. Cligbook searches
before and after the time you select.

Depending on your company’s configuration, you
can automatically reserve a car, allowing you bypass
viewing the car results. After you select a vendor
and car type, a car is automatically added to your
reservation.

If you need an off-airport car or have other special
requests, you can skip this step and add a car from
the Itinerary page.

You can choose to search for the hotel by:
e Airport
e Address
e Company Location

e Reference Point / Zip Code (a city or
neighborhood)

If you are staying at more than one hotel during
your trip or do not need a hotel for the entire length
of your stay, you can skip this step and add a hotel
from the Itinerary page.

If a companion is selected, the payment screen will
provide the option to use the credit card from the
companion’s profile.



Step 1: Make a Flight Reservation (Continued)

8. Click the Search for Flights By button to Select Search by Price to find fares in
view the flight results by Price or by Coach/Economy.
Schedule. Select Search By Schedule to locate flights in fare

classes other than Coach/Economy. When you
search by schedule, a list of outbound and return
flights will appear.

To filter the results, select a column, row, or cell in
the grid directly above the list of flights. The results
will then show flights with the number of stops,
airline, or both.

To search only fully refundable fares, check the
Flights with No Penalties box.

9. Click the Search button.

Travel | Reports  Administration Profile Help Log Out

Home .Trib Library  Templates Meetings Meeting &dmin Palicy  Profle Took  Cigbook x4

You are administering travel for: | Me B
Flight || Car | Hotel | Ride | Rail || Flight Status || Dining Travel Information
@ Round Trip © OneWay O Multi [E=F You have unused tickets
Departure City W AL
|DAL - Love Field - Dallas, T% el Clighol Map | Lipcoming Trips | Trips awaiting Approsal

Arrival City 1%
——— This iz & new Travel Center greeting

Departure
depart v || Si00am v || £2 v
Return

depart % || Si00pm M || £2 W

O Pick-up/Drop-off car at airport

] Automatically reserve this car
[Find a Hotel

[Jrefundable only
Number of adults | 1 %]

Search flights by: @®vprice O schedule

12



Step 1: Make a Flight Reservation (Continued)

10. After you choose your flight, click the A code for seats appears at the bottom of the page,
Select Seat button next to the flight. showing which seats are available, occupied, or
considered preferential. The bottom right corner
shows the number of available seats by class of
service for this flight.

11. Select any green (unoccupied) seat and Select preferential seats (highlighted in yellow) if
position the cursor over a seat to see the you have preferred status on the selected airline.
seat number. Your frequent flyer number must be in your Cligbook

profile. If you select a preferential seat and this
information is not in Cligbook, your seat request
might not be honored. Cligbook will automatically
assign a seat if possible according to the preferences
entered in the traveler’s profile.

Some seats are marked handicapped and can only
be selected by a travel agent. If you are entitled to a
handicapped seat, make sure your travel agent is
aware of your situation.

-

| http:ffapp?.outtask.com - Seat Map - Microsoft Internet Explorer

AN, e
American Flight: 0802 737

Seattle Tacoma Intl Arpt {(SEA) - Dallas Ft Worth Intl (DFwW)
05/12/2008

!_' m|
Seat Selection: ']_-_5F||

ELEIELEETCYRREERRRLLEE
EIEILLE  frrRRr ittt
rdMdddddicaasaaNaaEEaae
T8 91011121314151617181920212223242526272
EILETLECC AR N RENRTLLILE
IRl tR R RRERLLLLLL
-didigaddesaaaaeaaaaaad
< | BN

Seat assignment is subject o change up until kime of departure

@ cvailsble seat 3 Occupied seat Preferential seat B Exit row Selected seat

v Preferential seating is not generally available for discounted Fares, ar travelers without higher levels
of Frequent Flver status,

_"\H'-”\._‘_,‘m‘ ~nleh, l”‘ "“-‘nl-m" "\.\J*M\- \l*.-.‘--.L‘_r"""'dnl_‘Hm_
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Step 1: Make a Flight Reservation (Continued)

How to... Additional Information

12. Click the appropriate seat to select it. To change your seat, click the seat you prefer.
Position the cursor over a seat to view the seat
number.

After you select your seat for a flight, you can either
click Change Seat or select the next flight in your
reservation. Cligbook will prompt you to save your
new seat selection.

13. Click the Reserve button to select your Next to the Reserve button, policy information is
airfare. displayed. The Reserve buttons are color coded as
follows:
e A green Reserve button indicates the fare is
within policy.

o A yellowReserve indicates the fare is
outside of policy. If you select this fare, you
must enter additional information.

e A redReserve button indicates the fare is
outside of policy. If you select this fare, you
must enter additional information and wait
for manager approval. The trip will not be
ticketed until it is approved by a manager.

When you click Reserve to select a fare, Concur
Cligbook Travel & Expense automatically selects the
corresponding frequent flier program, if available.
You can also select a different program from the list
at the bottom of the screen.

Cligbook)

Travel Expense Reports Profile  Help  Log Out

Honee | Trip Library.  Templates. Policy. Profile  Tosls Previous Searches 2
tlick on a column, row, or cell in the grid below to filter your Fesults. L : Previous Searches bt

all
1 stop 23%.60 239,60 | Change Search =
F Zregules 4 rasubes Fromi

SEA - Seatlle Tacoma Intl Arpt - 'SNIﬂIcWA

i il & outof b Its. The | t titem ise 23060
s.pliy ng: & ou resul @ least cos 5 Te: —

ELILH @ palicy & Orvice O earier O oepart O nuration |
Carrier Depart Arrive Duration Class
1| natean air 219 Oct 25 Fi20am Oct 25 31Zpm Srops: O Baoeing 737-700 M
Seatthy, WA (SEA) Atlanta, GA (ATL) 4h 52m Economy: ¥ Bz turm
i i Ot 25 4:58pm Oct 25 B:2%pdm Raps: 0 Baging 717 122007 |cep | 300pm (w3 v
AL ey A PRS AT e el el o | [lrozsact Joe v f200m _vi]:3 ¥
e Fee fumdable enly
- 7 A Oct 26 4:40pm Oct 26 B12Lpmh Shops: O Eoweirg 717 ey
Cl | fitienbin 8252 ponoed va (RIC) Adanta, GA (ATL) Bélm  Ecoony: L ";“‘* """"“.."‘:' _
71| At i #24 et 26 925pm Oct 26 11:47pm Sopsi0  Boeing 737-700 o Price =2 cedile
ran ilanits, GA {ATL) Sagtths, WA (SEA) h 27n Econtiny: V' =
-50 = Ticket non-refundable - penalties may apply; Changs fes sppbes (plus fare diferance); HON-
REFLINDABLENON-TRANSFERAELE; E-Tickating Avadable; (Sabre) Fare Rubes Display Seitings

B Compress Display
Showe Aisport Names

0-:t25!l 3Sam et 25 Ti2dpm

Uiz b fodiovwing Ffemeﬂﬂyar ﬁmx&m bl -i Acdd & Procram

Skops: O Eigeinig 757

" Rirport Fitters
SERA - Soattle, WA (4230.6)

B whiw g default credit card: "Teck Viga's
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Step 2: Select a Car

1. If you specified that you need a car on the If you choose to automatically reserve a car, Concur
Flight tab, you will see car results for the Cligbook Travel will add your car and then display
car search. your hotel results.

If you selected Automatically reserve this car,
Cligbook will add the car without showing you the
flight results.

2. Select the appropriate rental car and then You can sort the car results to help find your
click the Reserve button. selection.

Yellow diamonds indicate preferred vendors and
your preferred car type will be selected
automatically.

When you click Reserve to select a fare, Concur
Cligbook Travel & Expense automatically selects the
corresponding frequent rental program, if available.
You can also select a different program from the list
at the bottom of the screen.

Teaval Ewpenss Roports Profls  Help  Log Out
Homas  Trip Library  Templates Policy  Profile  Toals

Car Availability

-_FM:’IGIDI] wp the car ot Richmond (BIC) on 10725,/ 200F 900 Ak Prin t o E-poyaal
[Retuming on 1026, 2007 500 Prg

o e 2 e o S0 == o
Jrasuity Econonwy Car Compact Car Imbermediabe Car Standard Car Foll-size Car Prembum Car Inbermediate S Standard
H;ﬂ_ o 61.99 &5.99 71.99 73.99 75.99 i1z.99 in4.99 105.¢
L4 *

Displaging: | out of 9 results.

S0t opliens () policy & Cleest pHce O vander |

| FHETEN Antermediate Car

$71.99 par day Total cost $180.38%
Uit podlers
Automatic transmission

Displaying: 1 out of 9 results,

Tofad Cost Rabes ared bobal cost do not inchuds chargss Tor optional Servces Such & Tuel Snd Fursncs w2

fests of surcharges may be sopied of the time of renbal. Ay currency

Lise the folawing Car Program: S IREEICE v bl
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Step 3: Select a Hotel

1. To filter by hotel chain, click the Hotel

Chain link and then select the chains you
want to view.

To filter by hotel amenities, click the Hotel
Amenities link and then select the
appropriate amenity options.

Click the Map of Hotels link in the upper
right corner of the page to view a map of
the location you selected and the nearby

hotels.

Click the Info link for a specific hotel to find
more detailed information for the hotel.

When you are ready to reserve your hotel
room, click the Reserve button for the
appropriate rate and hotel.

16

Additional Information

If you selected the Find a Hotel option on the
Flight tab, the hotel results are displayed after you
choose your rental car.

You can also choose Show All or Hide All and sort
the list of hotels by Preference, Price, Chain,
Rating, Distance and Policy.

Your company’s preferred hotels are displayed as
pink dots.

Next to each Reserve button, a description, rate
details, and cancellation policy is available The
Reserve buttons are color coded as follows:

A green Reserve button indicates the hotel
rate is within policy.

A yellow Reserve button indicates the hotel
rate is outside of policy. If you select this
rate, you must enter additional information.

A red Reserve button indicates the hotel
rate is outside of policy. If you select this
rate, you must enter additional information
and wait for manager approval. The trip will
not be ticketed until it is approved by a
manager.

If a hotel is outside of policy, this information will be
displayed within in the list of hotels. You can also
view the type of rate and room, as well as other
information that is available from the agency
system.

A grey or yellow diamond indicates that the hotel
property is company preferred.

When you click Reserve to select a fare, Concur
Cligbook Travel & Expense automatically selects the
corresponding frequent guest program, if available.
You can also select a different program from the list
at the bottom of the screen.

After clicking the Reserve button the Hotel
confirmation page appears.



Step 3: Select a Hotel (Continued)

1. Click the Next button. The Trip Booking Information page appears.
2. Enter your trip information in the Trip The trip name and description data are for your
Name and Trip Description fields. record keeping. If you have any special requests for

the travel agent, please enter them into the agent
comments section. Some request may result in
higher fees.

3. Click the Next button to finalize your
reservation.

Cligbook)

Travel Expense Reports Profile Help Log Out

Home  Trip Library Templates Policy Profile Tools

Check-in Thu, Oct 25 - Check-out Fri, Oct 26

Hoteals located 5 miles from Richmond, ¥A (RIC). Change search m Map of hotels Print / E-mail
Filter by Hotel chain | Hotel Amenities | With names containing: | i

Displaying: 14 out of 14 results. 2 Ment::> | All
Sort: ) Preference & price w ) chain O Rating ) pistance &) Policy ‘
| P i Courtyard Richmond Airport Info |

5400 ‘Williamsburg Rd Mot rated 1,48 miles
Sandston, Virginia 23150

804/652-0500

Wiew on Map

o £154.00 Reqular Rate - Reqular Leisure Rate*deluxe Room®*1 King Bed*cotton Rich LinenIndoor Pool*fres Wireless
] ! Internet*work Desk*fitness Area (Rate Code: REGADD)
COMBare | -.nceflation policy exists Rabe details | Cancellation polic

£154.00 Regular Rate - Regular Leisure Rate*deluxe Room™2 Double Beds™cotton Richlinen Indoor Pocl*free Wireless
1] ) Internet*work Desk*fitness Are (Rate Code: REGEDD)
LOMDAre | cancellation policy exists  Rate details /| Cancellskion polic

Uze the followving Hotel Program: s B B e 1!

Use my default credit card: "Test Yisa'.

Start Cwver Change search

17



Step 4: Pre-populate Your Expense Report

1. On the Pre-populating Your Expense After you have completed the reservation, a window
Report page, specify the transportation appears where you can enter the information to pre-
expense you expect to incur for populate your expense report. This information will
transportation or parking during each be automatically imported into your report after the
segment of your trip. date of the trip has occurred.

2. After you have completed each segment of By default, the amount of each entry will be
your booking, click the Finish button. populated in your expense report as $0. You must

edit the amount or discard the charge if it does not
apply. These charges are placeholders that help you
submit a complete expense report.

Additional Information

Pre-populating Your Expense Report
Af this: birre wou may cplionally choose b0 prespopudale placeholder fems anyou
expense report, Thess dems wil be sutomabically mported o your report afles
1k st 01 tred 1rip hss pacesad. The amolUnt on eack chanpe will be 20 by et o,
wiou will bave bo s the amound yoursell or discard s charge i § doss nof &py
Thezse charges are sl reaminders bo youl S0 thel you are mone Bely 10 suiird a
COMpied & &xpents répdr

= o yoll s b prd.popadabe & chaegs 1o eoveer B you plan to aErive at
Deparls:  Seabile Tacoma kil Arpt (SE&) a
Arriwes:  Harlsheld indl Arpt (ATL) a
Ceparts:  Hartztekd inll &rpk (ATL) a
Arrives:  Byrd intl (RIC) a
oLl you e bo prespopudate & change 1o coved R you plan to depart ©

£

= Would wou Bog bo pre-popadate & charge o convér hoee you plan bo arrive At
Departs:  Byrd indl (RIC)

Arrives Harbsfield inll Arpt (ATL)
Ceparts:  Hafsted il Arpt (ATL)
Arrivas  Sestls Tacomd il Arpt (SER)

[

e Would you Bhe bo prespopidabe & chasge to cower Bow you plan to depart £
Arpl?

1. On the Upcoming Trips tab, click the Contact the appropriate Website or vendor directly if
name of the trip you want to cancel or you did not book your trip using Concur Cligbook
change. Travel.

2. Select Change Trip from the dropdown
menu.

3. On the Itinerary page, select the portion of From the Itinerary page, you can:
the trip you want to change. o Email your itinerary

18



e Change frequent flyer program
e Change seat

e Change the flight day or time for travel (you
cannot change the airline)

e Add, change, or cancel car rental
e Add, change, or cancel hotel

4. To cancel your trip, click the name of the If the status changes to Ticketed, the Cancel link
trip on the Upcoming Trips tab, and then will not be displayed. After a flight is ticketed, you
click Cancel from the dropdown menu. cannot cancel a trip.

If the status is Confirmed, you can attempt to
cancel. If you get an error message and are unable
to cancel the trip in Concur Cligbook Travel, contact
your agent or administrator.

Jiavel., Reports Administration Profile Help Log Qut
Home TripLibrary  Templates Meetings Meeting A&dmin  Palicy  Profle Tools  Clighook %8

You are inistering travel for: | Me 7v:

Flight | Car ||Hotel | Ride || Rail || Flight Status | Dining Travel Information
@ Round Trip O one Way O Multi [E= ¥ou have unused tickets
Deparbure (ity i Ll
|DAL - Love F_\eld - Dallas, T% | Company Maotes
Arrival City [#
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Section 5: Concur Cligbook Travel Action Buttons and Icons

Button/lcon Description

L Tooltip: Click the tooltip icon to view the associated field-related help.
> Yellow Diamond: Indicates a company preferred vendor.

| Seat map: Click to view the flight seat map.

1

L
o
o€

Airfare: Click to view your airfare booking information.

Rail: Click to view your rail booking information.

Lodging: Click to view your lodging booking information.

Car Rental: Click to view booking information for your car rental.

¥ I D
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