
How to Clone and/or Share a Trip Feature in Concur 

Clone Trip (definition): To create a new trip for Traveler B that duplicates the exact trip 

that is already booked for Traveler A. 

Share Trip (definition): A traveler may send an invitation to another traveler within the 

company to join them on their trip. 

 

CLONING A TRIP 

A travel arranger may choose to ‘Clone a Trip’ for a second traveler. Select the first 

traveler’s reservation under their My Trips section on the Concur home page, and then 

click on the trip name. You must be assigned as a travel arranger to “Clone a Trip’.  

 

Concur will open up the traveler’s itinerary. Under Trip Overview, click on “Clone Trip”.  
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Once selected, the travel arranger will simply selects the name of the second traveler 

from the drop down menu and the trip is created based on the choices selected.  
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SHARING A TRIP 

A traveler may choose to ‘Share Trip’ to send an invitation to another traveler within the 

same company to join them on the trip. Under the My Trips section on the Concur 

home page, click on the trip name.  

 

Concur will open up itinerary. Under Trip Overview, click on “Share Trip”.  
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Select the name of whom you wish to invite. Click on Search if a name list is not 

present. 

 

The traveler whom you are sharing the trip with will receive an email invitation and an 

alert when he/she logs onto Concur. The recipient may accept (Concur automatically 

completes a new reservation to match the traveler’s trip) or decline the invitation.  

 

 


