
Applying an unused ticket credit for a new reservation 
Note that these instructions are only valid for employees utilizing their own unused ticket credits 
from their own cancelled trips. For instructions on utilizing unused tickets for other employees, 
students, guests, name transfers, etc. please consult the Unused Ticket Credit Guidance. 

Fox World Travel agents are available to assist in reviewing unused tickets on file, applying to new 
reservations, and any other questions. You may also contact your Campus Travel Manger for 
assistance. 

Fox World Travel Contact Information 
 608.710.4172 
 844.630.3853 
 uwtravel@foxworldtravel.com 
Fox World Travel Standard Business Hours 
Monday - Friday 7:00am - 7:30pm CT 
 
Emails are not responded to outside Fox World Travel standard business hours. 
Additional fees will apply if calling outside of standard business hours. 
  

https://www.wisconsin.edu/travel/download/travel_policy/air_travel/Open-Ticket-Credit-Guidance-(1)(3).pdf
tel:+16087104172
tel:+18446303853
mailto:uwtravel@foxworldtravel.com


 

Booking a new ticket in Concur utilizing an unused ticket 
credit 

1. Make sure you see the unused ticket in Concur. This can be viewed in two places. See 
below. 

Main Concur landing page: 

 

 

Concur traveler profile: 

 

 

2. Once confirmed that the unused ticket credit is in Concur, book the new reservation as 
usual.  



a. IMPORTANT NOTE: There is no place in Concur to select to use an unused ticket 
credit. Book the new reservation as normal. 

3. When the booking is completed in Concur, the new reservation will be sent to Fox to be 
fulfilled. 

4. Fox World Travel automation will review if there are any valid unused ticket credits that can 
be applied to the new reservation. If there are, the unused ticket credit will automatically be 
applied to the new reservation. 

a. IMPORTANT NOTE: On some airlines, such as United, the new ticket should be 
equal or greater than the unused ticket credit. They do not issue additional residual 
unused ticket credit.  

i. In these cases, Fox automation will not automatically apply the unused 
ticket credit on file if the new ticket value is less than the unused ticket 
credit on file.  

ii. If the travel booker doesn’t care about losing the difference they must 
specifically advise Fox World Travel they want to utilize the credit by 
contacting Fox via phone or email. 

iii. Restating again, on some airlines, most common is United, if the new ticket 
is less value than the unused ticket credit on file, the difference will be lost.  

5. Within approximately 15 minutes of completing the reservation in Concur, the 
traveler/travel booker should receive an email invoice itinerary from Fox World Travel. This 
will reflect any unused tickets that were applied to the new reservation. See below. 
 

Example 1: Normal Fox World Travel invoice itinerary 
NO unused ticket credit was applied. 

 
 



Example 2: Unused ticket credit on file was applied 
The value of the unused ticket credit was greater than the value of the new ticket, creating a 
new residual unused ticket credit. (Again, note that some airlines such as United don’t 
allow this and the difference would be lost.) 

 
  



 

Example 3: Unused ticket credit on file was applied 
The value of the unused ticket credit was less than the value of the new ticket. 

 
 

Troubleshooting if unused ticket credit was not applied 
If the Fox World Travel invoice itinerary does not reflect an unused ticket being applied, and the 
booker believes there was an error, Fox World Travel must be contacted via phone or email to 
investigate. 

a. IMPORTANT NOTE: Tickets may only be voided and reissued within 24 hours of 
original ticket issuance, or on the same calendar day if an unused ticket is applied. 
After these time periods, tickets can’t be changed without penalties and/or 
additional airline rules.  

 

Alternatively, you may always call Fox World Travel and provide them with the ticket number to use 
the credit for a new booking. 
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