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1. Home Page 

Select the trip manager for my bookings tab on the home page. 

 

 

2. Cancel Service 

As the end user, you will have access to cancel a trip refence should you, as the traveller or 

the requestor, no longer require the travel. 

Please ensure that you always double check the vendors cancellation policy and fees 

before you cancel your trip. 

It is recommended that travel is cancelled timeously due to strict cancellation policies. 

2.1 Search for trip: 

Search for the trip using one of the below search methods Trip Reference Search, Traveller 

Search, or Booker Search. 
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2.2 Search by Trip number: 
Add the trip reference number and use the Search icon to locate the Trip/s. 

 

Search for the traveller using the Name, Surname, or e-mail address. The user can 

specify if the search is based on all trips or only future trips. Use the Search icon to locate 

the Trip/s. 

 

 

 

Search for the booker using the Name, Surname, or e-mail address. The user can specify on 

them status of the trip, on all trips or only future trips. Use the Search icon to locate the Trip/s 

created by a Travel Booker. 
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More Search Options provide multiple alternative search criteria to locate a trip for the user, 

Select the relevant search option to expand for the search field/s. 

 

Once a Trip has been located using one of the search criteria, select the drop-down arrow 

 to expand the Trip. This would enable you to view additional information and options 

within that trip. 

 

 

 



 

Title: 

AV8R How to cancel a service 

Number: 

BSD247 

Revision: 

1 

Effective 
Date: 

27-02-2025 

 
 
 

  
HOW TO CANCEL A SERVICE 5 

 

Select the Modify Trip. 

 

The trip will now be visible. Select Cancel Entire Booking which will cancel all booked 

sectors. 

Note: Ensure that you read through the vendors cancellation policy and rules before you go 

ahead and cancel the trip. 

 

 

A pop-up message will appear as below, select Confirm Cancel to proceed with the trip 

cancelation. 
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Once the trip has been successfully cancelled, the trip status will update and will now reflect 

as Trip Cancelled by Requisitioner in Orange. 

 

 

 


