Claiming Cancelled Airfare wconcu r

Objective: In this section we will go over how to claim cancelled airfare and how to claim a flight credit.

1. |If the airfare was charged to a Travel Card (TCard), follow the Adding JP Morgan Expenses guide to
add the expense to your report. For charges made with a personal card, use Add Expense instead.

Report Details ~  Print/Share v~ | Manage Receipts ~ | Travel Allowance v View Available Receipts

Expenses View: Standard v @ Add Expense v

2. Select “Cancelled Airfare (Unused Ticket Affidavit Required)” from the expense type list.

Add Expense to Report

& Manually Create Expense i= Select from Available Expenses (0)

Search Q Collapse All Sections = @
Search by expense type, category, description

~ 02 Transportation

Airfare

Airline Fees

Cancelled Airfare (Unused Ticket Affidavit Required)

Car Rental |

3. Be sure to complete the required fields* and attach both the Unused Ticket Affidavit and the airfare
receipt.

New Expense Cancel
Hide Receipt

Details Itemizations Receipt
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* Required field
Expense Type *

Cancelled Airfare (Unused Ticket Affidavit Required) ~ X

© Quick Tips
Please attach the Unused Ticket Affidavit and canceled itinerary which should include: - =
datesftimes, ticket details (number, class, fare, cost), and proof of payment. '
Show Less -=

N

Transaction Date * Ticket Number

07/18/2025 (=]

Click to upload or drag and drop files to upload a new
vendor * Airline Travel Service Code receipt. Valid file types for upload are .png. Jpg. jpeg. .pdf. .tif or

tiff. SMB limit per file.
United Airlines ~ Coach Class ~ X
Add Receipt
City of Purchase Booking Channel *

San Francisco, California v x United Corporate Direct voox

Payment Type *

Personal Card/Cash ~

Amount * Currency *

100.00 US, Dollar (USD) v X

4. When finished click ‘Save Expense.

Save Expense  Save and Add Ancther [EeELEA
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https://travel.slac.stanford.edu/sites/default/files/2024-05/AddingJPMorganExpenses.pdf
https://travel.slac.stanford.edu/sites/default/files/2024-11/UnusedTicketAffidavit.pdf

Claiming Cancelled Airfare wconcu r

Using a Flight Credit

1. Select ‘Airfare’ as the expense type.

Add Expense to Report
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2. Complete all the required fields* and check the ‘Ticket Re-Used from Cancelled Trip* box.
Expense Type ™

Airfare v X
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Transaction Date * Ticket Number

07/18/2025 =]
Vendor * Airline Travel Service Code *

United Airlines ~ Coach Class v o X
City of Purchase Booking Channel *

San Francisco, California v X United Corporate Direct v X

Payment Type *

Personal Card/Cash v
Amount * Currency *
100.00 US, Dollar (USD) v X
Request *
I s Ticket Re-Used from Cancelled Trip I None v
Comment/Business Reason 104/500

Please leave a comment if there is anything the Travel Office should be aware of regarding this expense.

Save and Add Anather Je:nl-]

When applying a credit from a previously cancelled flight to purchase new airfare, you must
i attach both the original itinerary with proof of payment and the new airfare receipt with
proof of payment (for any additional costs not previously claimed).

3. When finished click ‘Save Expense.’
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