Unfinished Reservations
· An Orphaned/Abandoned Trip occurs when the reservation is not fully completed after the Concur user selects the “Reserve” button in Concur. 
· The Concur user will know if their reservation has been completed once they reach the Finished page in Concur:
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· The Concur user may withhold completing the reservation, however, the user must return to the pending reservation within 4 hours to complete the booking. If the user fails to finish the reservation within those 4 hours, Concur will send out an Unfinished Trip warning email (including the Trip Overview) advising of the unfinished reservation (shown below)
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· Concur advises the reservation has not been Ticketed or Cancelled but          may have been purchased (via instant purchase carriers/vendors).
· Concur advises to complete the unfinished trip or it will be cancelled within  2 hours. 
· [bookmark: _GoBack]Concur advises to log back in to your site, select the unfinished trip   and either select Cancel or Complete the booking process to purchase your ticket. 
· When the Concur user logs back in to Concur, they will be presented with a warning notification of the unfinished trip: 
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· Once the Concur user acknowledges the prompt, the user will then see the notification “Trip in Progress – Unfinished Reservation” in both the Travel Alerts and Upcoming Trips sections on the Travel home screen.
· Clicking on the trip description in either section will take the user back into the reservation to complete the booking or they can select “Cancel Trip”
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· If no action is taken, the Concur Travel auto-cancellation process engages, and the user is sent a cancellation notification via email: 
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· The entire process will take approximately 6 hours from the creation of the reservation. 

Please note* Creating a new reservation for the same itinerary as an existing unfinished reservation may be considered an illegal booking infraction which could result in additional imposed airline fees.
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Finished!

Trip Summan
P Y Your reservation has been booked, but not yet processed. Travel Incorporated will send you the final itinerary/invoice once completed. If
you do not receive your email within 24 hours, please call the Travel Incorporated Online Technical Support Desk at 1-866-738-6444 for

Q Finished! assistance.

Trip Record Locator : LSFF27
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WARNING! THE FOLLOWING TRIP HAS NOT BEEN TICKETED OR CANCELLED, BUT MAY HAVE BEEN CHARGED ALREADY
Your trip will be automatically cancelled in the next two hours if you do not complete it.
Note: any part of the trip that is instant purchase or has a deposit required will not be cancelled.

This problem can happen in several circumstances:

« your browser got stuck in the middle of booking
« your computer crashed
« the reservation system encountered an error

Please log back in to Concur, click on the trip, and either Cancel it or Continue the booking process.
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Warning

WARNING... One or more trips in the list below are unfinished. If the trips
were booked few minutes ago, please check back later for updated status.
Otherwise, please *Cancel* them or *Finish* them to send them to your
agency for ticketing.
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Travel Alerts

9 You haven't signed up to receive e-receipts.@ Sign up here

o Trip from Atlanta to Tampa - In progress-unfinished reservation

This is a Concur trip in progress. You have not completed the travel wizard. Please complete this trip or cancel it.

Company Notes | Upcoming Trips | Trips Awaiting Approval

Add new itinerary manually

Start
Trip Name/Description Status Date End Date Action
In progress-unfinished 05/11/2021  05/13/2021  Cancel Trip

Trip from Atlanta to Tampa (LRE6QP)
This is @ Concur trip in progress. You have not completed the travel wizard. Please

complete this trip or cancel it.

reservation

O Manage your trip details in one place.
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NOTICE! THE FOLLOWING TRIP HAS BEEN CANCELLED.

The trip has not been completed and has not been modified in the past 6 hours as of: 2021 March 10, Wednesday 03:56 pm Eastern.




