From the home page, click on the Upcoming Trips tab

Company Notes |Je oy e N e e ]

e

Resources:

Cligbook Quick Reference Guide
Clighook Tips

Cligbook Clone Trip

Clighook Share Trip

Cligbook Training Video

Web Check-in

Assistance:
If you need online technical assistance please call 366-606-3433 or email ettekcligonline@tandt.com 24/7
For assistance with changes or cancellations to air reservations made online please call 800-388-4603 24/7

Click on the trip name and select Cancel Trip
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Trip Name/Description Locator Status Start Date End Date

E"I'rg from Omaha to [ MWSC3B Confirmed 08/31/2010 05/01/2010

Trip Actions

View Itinerary
E-mail Itinerary
View Reguest
Create Template
Clone Trip
Share Trip
Change Trip
Cancel Trip
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Travel Request Details

Itern Mame: Trip from Omaha to Dallas
Trip Description Mo description

Submitted By: William Mewver

Last Ticket Date

WARMIMNG: You are about to withdrasy your travel regquest. If you dao this, sl

ClientName reservations (including flight, hotel, rental car, and rail) will be cancelled.

If you cancel & trip on the day of the planned trip and have hotel reservations thet
have been guararteed for lste arrival, you must call the hotel directly o risk paying

Approval Status/Histo no-showe charge.

History/Notes: ': It you have any gquestions, please contact your travel agent. Ine by William
L

If you are SURE that youw weart to withdraswy this travel regquest then plesse click OR.
therwise, click CANCEL.

Furpose of Trip

010 at 12:56 PM

If you have any comments you would like to add, please type them below and click
Ok
ed.

2:57 PM Eastern

Cancel

Flinht Bula Winlatinn



You will receive a trip cancelled successfully notice.

Your trip has been successfully cancelled.

Return ta Trawvel Center



