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Concur Trip Cancellation Guide 
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March 19th, 2020 Kearney Vander Sal 
 
 
 

STEP ACTIVITY 

First, log into SAP 
Concur.  Click on 
Travel at the top of 
the screen. 
 

 

On the Upcoming 
Trips tab, find the 
name of the trip you 
want to cancel. 

 

To Cancel your 
entire trip, in the 
Action column, click 
Cancel Trip, and 
then click OK. 

 

Please note: 

 

Next, click on 
“Requests” up at the 
top of the screen. 
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Click into the 
request you want to 
cancel.   
 
Please add “Covid-
19” in the comments 
box.  This will help us 
to track all 
canceled trips. 

 

Click on “Cancel 
Request”. 
 
Please enter “Covid-
19” in the comment 
box. 

 
If you have non-
refundable charges 
associated with this 
request, you will still 
need to complete 
an Expense report. 
 
Start by clicking on 
Requests at the top.  
Then click on the 
blue “View” button 
to select, 
“Cancelled 
Requests.” 

 

To start an expense 
report, click on 
“Expense” in the 
Action column 
 
Complete your 
Expense report as 
normal. 
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