MAKING CHANGES TO SOUTHWEST FLIGHTS IN CONCUR

Important Notes

e If you make any changes to a fully refundable Southwest ticket, you'll lose the
ability to cancel for refund at any later point. Any itinerary change will result in the
ticket to becoming non-refundable. The ticket will be converted to a credit to be
used for future travel for the same traveler.

e If possible, make your Southwest changes on Concur as online transactions
requiring agent intervention incur a higher service fee.

e A traveler cannot change a flight in Concur if he/she has already checked-in to
the flight or if the first leg of the flight is set to depart within 30 minutes (or has
departed). To change a reservation where you have already checked in for the
flight, you must delete the issued boarding pass on Southwest.com. See the
FAQ’s — Cancellations and Changes (https://www.dgs.ca.gov/OFAM/Travel/
Resources/Page-Content/Resources-List-Folder/FAQ) for instructions.

e There is no limit to the number of exchanges possible.

e Concur (and Southwest) do not charge an exchange fee when making changes
online through Concur.

Making Changes to Southwest Flights in Concur

To make a change to an existing Southwest flight, click on the upcoming trip from the
Concur Home Page, Trip Library, or Upcoming Trips page. The screenshot below is
referred to as the Concur Home Page.
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Once the itinerary opens, scroll to the flight reservation and click “Change” for the
segment you would like to change. If you need to change both segments, start by
clicking on either one (Concur will allow you to change both segments at once).
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Trip Name: Trip from Sacramento to Ontario (Edt)

Start Date: July 19, 2017

End Date: July 20, 2017

Created: June 08, 2017, Kelly Bouchard (Modified: June 08, 2017)
Description: Test/Real Trip for Riverside County Training Edt)
Agency Record Locator: JCZEAD

Ticket Number(s): 5268531233075

Passengers: Kelly
Total Estimated Cost: $466.01 USD (Detsis)

View your plans in Triplt to stay cne step ahead while traveling

Add to your Itinerary
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RESERVATIONS

Seat: No seat assignment

Seat: No seat assignment

Ontario Intl (ONT}
Duration: 1 hour, 15 minutes
Nonstop

Wednesday, July 13, 2017
" Flight ~ Sacramento, CA (SMF) to Ontario, CA (ONT)

Southwest 4143

Departure: 08:55 AM Confirmation: NCVC7G
Status: Booked directly in Southwest INCVCTG
Air Frequent Flyer Mumber: WN-124208541
Sacramento International (SMF)
Duration: 1 hour, 15 minutes
Nonstop

Arrival: 10:10 AM
Ontario Int (ONT)

Additional Details
Distance: 390 miles
E-Ticket

Emissions: 246.5 lbs CO;
Cabin: Anytime ()

o Add to your Itinerary

Thursday, July 20, 2017

Flight  Ontario, CA (ONT) to Sacramento, CA (SMF)
Southwest 3081
Departure: 03:35 PM Confirmation: NCVC7G

Status: Booked directly in Southwest INCVCTG
Air Frequent Flyer Mumber: WN-124258541

Change | Cancel all Air

Click Here
or
Click Here

Change | Cancel all Air




A pop-up window will display to make your desired changes. Modify the date, time,
and/or airport. The user can change the outbound flight, the return flight, or both. Select

the appropirate boxes to change the flight segment. In this example, the return flight will
be changed to leave at a later time.

Change Flight

Make changes to the following flight segments:
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|#| Ontario Intl (ONT) to Sacramento International (SMF)
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Depart
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After specifying the desired changes in the pop-up window, Concur displays the
schedule page. If you are just changing one flight, you must select and confirm the
original purchased flight even if it isn’t being adjusted. This flight is identified with an
orange “Original Flight” notation.
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Choose the new flight(s) for the outbound and/or the return flight by clicking the blue
Select button.
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For all ticket changes, select and confirm both the outbound and return

flights. Once

you have made your selections, both segments (departure and return) will appear.
Again, the “Original Flight” indicates your original purchased flight. Click on the “Get

Price” button to retrieve the quotes for the selected flights.
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Concur will provide the cost difference between the flights. Concur displays the
difference in the Airfare Difference row of the summary. Negative values represent a
refund; positive values represent additional charges. If the original fare is not
refundable, Southwest will save the value in the form of a ticket credit and automatically
save this ticket credit in the user’s profile.

After reviewing the flight exchange summary, select “Purchase New Flights” in order
for the exchange to process. Note: If the user clicks Cancel Flight Exchange, the
original flights remain unchanged.

Travel Arrangers Trip Library

Trip Summary

Flights Reserved
Round Trip

SMF - ONT
Depart: Wed, 07/10/2017
Return: Thu, 07/20/2017

Templates Tools

Flight Information

Current Flights:
Carrier Flight Number Frm To  Depart Arrive Class
Southwests 3081 ONT SMF Jul 20 03:35 pm Jul 20 04:50 pm Y

New Flights:
Carrier Flight Number Frm  To  Depart Arrive Class
Southwests 342 ONT SMF Jul 20 05:30 pm Jul 20 06:45 pm Y

Exchange details

Original Airfare USD466.01
New Airfare: USD466.01
Airfare Difference USD0.00
Forfeited Fare Amount: 0.00
Exchange Fee: USDO0.00

Total Cost of Exchange:  USD0.00

The new air segment(s) have been added to your itinerary. Please choose "Purchase New Flights" to complete the exchange or "Cancel Flight

Exchange" to cancel your change.
Cancel Flight Exchange | Purchase New Flights




If “Purchase New Flights” is selected, the user will be shown the new itinerary to
modify any other parts of the itinerary or trip information. Notice on the left side of the
page is a Trip Summary. This Trip Summary that is geared to assist you in following the
necessary steps when booking your trip. Make sure you always scroll to the bottom of
the page clicking Next, Next, Next until you have received the “Finished!” message.

Click “Next” to proceed to the Trip Confirmation Page.
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TOTAL ESTIMATED COST

Air
Total Estimated Cost:

348601 USD

Pagment Detatic tor:  Southwest
Previows Fayment 346601 USD

REMARKS

PLEASE TAFE A MOMENT TO FILL OUT OUB COSTOMER

SEEVICE ZUBVEY AT WaW.STRVEYMONFEY . O0M/2/EQEJIEPF
CALTRAVELSTORE PHOME WIMEER EB77 454-B7ES

X0 HOTELEZ BEQUESTED ON THIE ITIKEBRARLY

EO CARZ BEQUESTED ON THIZ ITIHEERARY

FLEASE FRESENT/BECONEIRM YOUR FREQUENT THAVELER WIMEER TUEON CHECH IN.
FOB. AFTER HOURS EMENCENCY SERVICE WHILE TBAVELING WITHIN
THE T.Z. FLEASE CALL 1-B77-454-EB7EE

AMD TSE VIT CODE - SBMOFE.

¥OUR BECORD LOCATOR IS - JCZERAD

A FEE APPLIES TO ALL EMERCENCY ASSISTANCE CALLS AND IS IN
ADDITION TO STANDARD EROCESSING FEES.

IF THE TOLL FREE KDMEERN LISTED DOES NOT WORE FROM YOUR
CALLING ABEX THEN YOU MAY CALL S16-376-3CES DIBECT.
SOUTHREST TICEETS ARE VALID ON SOUTHWEST ARIBLIMES ONLY.
S0TUTHEEST DOEE WOT PBE-ASEISH EEATS

ALL FLIGHIS BEQUIBE CHECHK IN OHLINE OB AT THE AIBRRORT




You have the opportunity to rename or describe the trip, or enter any additional
information that may be required by the respective department. Select the “Finish”
button to complete the change.

Trip Summary

@ Finalize Trip

v Review Travel Details
Enter Trip Information
Submit Trip Confirmation

Trip Confirmation

Press the "Finish" button to complete your booking and have it processed.

Trip Name:
Trip from Sacramento to Cntario
Description’

Test/Real Trip for Riverside County Training

Send a copy of the confirmation to

Send my email confirmation as @ HTML Plain-text

Include directions and maps to hotels v

Your itinerary will appear again, this time with the “Finished!” message.

Trip Summary

° Finished!

Finished!

You have successfully booked your trip!
Trip Record Locator : JCZEAD

This trip complies with your travel policy.
Your itinerary has been saved. CalTravelStore (State of CA RXOF) will service your itinerary.
Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice.

Travel Contact Information
B77-454-8785

TRIP OVERVIEW

GS sieisEi

Trip Name: Trip from Sacramento to Ontario

Start Date: July 19, 2017

End Date: July 20, 2017

Created: June 08, 2017, Kelly Bouchard (Modified. June 21, 2017)
Description: Riverside County Training

Agency Record Locator: JCZEAD

Ticket Number(s): 5268531233075

Passengers: Kelly May Bouchard

Total Estimated Cost: 5466.01 USD

View your plans in Triplt to stay one step ahead while traveling.
Agency Name: CalTravelStore (State of CA RX0F)

Address:

CalTravelStore

707 3rd street 3rd Floor
West Sacramento, CA 94608

Daytime Phone: 877-454-8785




The itinerary will indicate the payment details at the bottom. In this demonstration, it was
an even exchange and there was no fare difference.

TOTAL ESTIMATED COST

Air
Total Estimated Cost: $466.01 USD

Payment Details for: Southwest
Previous Payment $466.01 USD

PLERSE TREE A MOMENT TOC FILL CUT CUR CUSTOMER

SERVICE SURVEY AT WWW.SURVEYMONEEY.COM/S/HQHJSEF
CRLTRAVELSTCRE PHONE NUMBER 877 454-8785

NC HOTELS REQUESTED ON THIS ITINERRRY

NC CARS REQUESTED ON THIS ITINERARY

PLEASE PRESENT/RECONFIRM YOUR FREQUENT TRAVELER NUMBER UPON CHECE IN.
FOR RFTER HOURS EMERGENCY SERVICE WHILE TRAVELING WITHIN
THE U.S5. PLERSE CRLL 1-877-454-8785

END USE VIT CCDE - SRXOF.

YOUR RECCRD LOCATCR IS - JCZERD

L FEE RPPLIES TO ALL EMERGENCY ASSISTANCE CARLLS RND IS IN
ARDDITICN TO STRNDRRD PROCESSING FEES.

IF THE TOLL FREE NUMBER LISTED DCOES NOT WORE FROM YOUR

CRLLING RARER THEN ¥OU MARY CRLL 916-376-39889 DIRECT.
SOUTHWE TICEETS ARE VALID CN SOUTHWEST AIRLINES CNLY.

SCOUTHWEST DOES NOT PRE-ASSIGN SEATS
ALL FLIGHTS REQUIRE CHECE IN ONLINE CR AT THE ARIRPCRT

Your itinerary has been saved.

Print linerary E-mail inerary View in Triplt Return to Travel Center

If you have any questions about making changes, or experience errors with making
changes, please call CalTravelStore at 877-454-8785.



