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CANCEL TRIP IN CONCUR 
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CANCELING A TRIP ON CONCUR 
This guide will explain how to cancel a trip.  
NOTE: you can only cancel the entire trip in Concur. If you need to only cancel part of your trip (air, hotel, 
or car), you will need to call Christophersons Business Travel. There is no fee for cancelling. Fees only 
apply for booking (and re-booking). 

1. Click on Travel.
2. Click on Trip Library.
3. Find the trip you want to cancel.
4. Under Action, click on Cancel Trip.

5. Click OK in Cancel Trip pop window.
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6. Click on Void ticket and cancel trip button.

7. You will receive a message that your trip has successfully been cancelled.
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