
How to Booking with Concur
Finalizing Your Trip

• Once all travel arrangements have been reviewed 
and no additional changes are needed, select 
Finalize Trip to complete the booking.

• If you select Cancel, the reservation will not be 
completed and the booking process will be 
canceled.

• If you select Hold Trip, Concur will save the itinerary 
without ticketing the airfare. The trip can be finalized 
later, provided it is completed before the Airfare 
Must Be Ticketed By date and time displayed at the 
top of the screen.



How to Booking with Concur
Confirmation Screen

• After selecting Finalize Trip, Concur displays the Trip Confirmation screen
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