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= Get the most out of your trip. Find links travel resources and useful apps.
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> Airport Delays & Closureq

Overview of
Cl Azumano

= Cl Azumano is the state’s only
contracted travel agency.

= Offers a customizable online
booking tool and a robust
reporting system.

= Dedicated travel agents 7:00 AM —
7:00 PM, Monday though Friday
available at 877-454-8785.

= After-nours service available
outside of normal business hours
for emergencies or last-minute
changes at 877-454-8788.

= Travel fools & resources on
caltravel.ciozumano.com.



https://caltravel.ciazumano.com/

Overview of Cl Azumano

Trq vel To o Is & Res o U rC es Traveler Safety & Security Are Our Top Priorities <\ (

Our nts, oecount management, and operational staff work every day to keep your informed. We're tracking and )
repo g on LhGﬂgBS to airline credit and refund policies and we're GddlBSGIﬂg any client issues or questions as they
arise. '

= Updated airline flight status and .

Online Check-in

baggage rules and requirements

Some international alrlines open check-in 48 hours before the flight.

ours before the flight's scheduled departure t

QUICK LINKS

= Pre-trip travel & safety advisories Askz ~ ADELTA jetBlue spirit e

What Can | Ering? TEA Carmy-
e ————

OTHER RESOURCES

= Quick links to include airline check-ins,| Amewenamne’s BAEANEE  Southwests  uniTER R =

National & Local weather

Allegiant British Airways Frontier Qantas Airways Sun Country
. . Currency Exchange Calculator
. . ANA AN Nippon Emirates Lufthansa singapore Airlines wirgin atiantic
INTOrMartion, dna orner resources ———
7 sirfare Resources for Governmment
Travel
- Ssconoco =hEeta) SA S0P Car Rental Rescurces for State Travel
Baggage Requirements * Air france = Emirates SlcOx st Stotewide Trawel Frogram Traming,
« Alaska Airlines * Frantier - Spirit i
- alisgiant - nHawaian - sun Country Ssabe Trave! Ridesharing Sround
luggage size in mind when packing a and heading ta th it + anin all Nipgpon - iithonea « Virgin Atiantic Lodging Resources for Sauemment
Check for your cirline for specific age requirements. + Baitich Alrways I
Pre-Trip Travel & Safety Advisories
REAL ID H has been May 7, 2025 - State of California  Travel Advisories from the US Department of State (DOT)

"
iy State & Territorial Health Department Websites from the Centers for Disease

TSA Precheck skip long security lines to save time ot the cirport - Transportation  Control (CDC)

b e
Securityjadmin strotion|VESA) Travel Health Notices soarch by country (CDC)

Trusted Traveler ngmms offer a faster security scraening process to pre-vetted
domestic and internatienal travelers, alleviating long lines - Department of
Homeland Sscurity (DHS)
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For tfravel-related guidance.

\-

(

Travelers inquiring about the status of unused fickets.

\-

» Each agency receives monthly reports detailing unused tickets.

= Travelers can find their unused ficket information on the Concur
homepage, Concur profile, and airfare search result matrix.

Traveler

Requests to update Concur traveler profiles.

Communication

» Travelers must manage their own profile updates.

» Travel Coordinators can assist with Concur profile updates as
needed.

Requests for copies of invoices or receipts.

= Cl| Azumano
= Print My Invoice



https://s2.graspdata.com/Public/PrintInvoice.aspx?agency=39FAC4245CB74381B050F1E5FCB7540C

Communicating with Cl Azumano

= How to contact Cl Azumano

Email: caltravel@ciazumano.com
Phone: 8/7-454-8/85

Option 0: Urgent (travel within the
next 48 hours)

Option 1: To receive a callback

Option 3: To request a copy of an
itinerary

Option 4: Group travel (10 or more)

= When to contact Cl Azumano

Reservation changes that cannot
be processed through Concur.

Unplanned reservation
cancellations that require
immediate assistance.

Group travel (10 or more) — best if
done via email to
CalTravelGroups@ciazumano.com.

Virtual payment reservations for
guest travelers (i.e., non-profiled
travelers).

Reporting questions/issues/requests
to CaReports@ciazumano.com.



mailto:caltravel@ciazumano.com
mailto:CalTravelGroups@ciazumano.com
mailto:CaReports@ciazumano.com

Travel Coordinators may:

= Contact Cl Azumano for:

= Non-refundable unused ticket credits for all airlines
except Southwest*

= Name changes on United unused ticket credits

Unused Ticket

. = Contact STPAudits@dgs.ca.gov for:
Credl'l' = Southwest Wanna Get Away unused ticket credit options

° ° = The value of the unused ticket credit may be transferred to a
Communications

Southwest UATP card if the ficket credit is 90 days or less from expiring
and will not be used by the traveler.

= Additional unused ticket credit processing information

*Agencies with a Wanna Get Away Plus ficket credit must contact Cl
Azumano for transfer options.



mailto:STPAudits@dgs.ca.gov

Statewide Travel Program recommends:

= Creating profiles for everyone that will
travel, regardless of frequency.

Trqveler = Benefits of tfraveler profiles:
PrOfiIes = Maintain travel information and preferences

= Track trip history
= Manage unused ticket credits
= Virtual card numbers for lodging reservations




Gues-l- BOOI(ing A Booking for myself
Process * ﬁ oy a

. Request “Guest Booking” permission
from Statewide Travel Program.

2. Choose “Book for a guest.”

. Title * Legal First Name * Middle Name (on ID) * Legal Last Na|
3. Callinto Cl Azumano to use @ v O No Middie Name
Virtual Card Number. Gender Date OF Birth *
Select v

4. Add Travel Coordinator’'s email to
receive itinerary.

Known Traveler Number @  DHS Redress No. @

Phone * Email *
Select v




Troubleshooting - Concur

“Not set up to use Concur products”
= The Travel Wizard permission is not assigned to the traveler’'s Concur account.

= Travelers should email their Travel Coordinators.

= Travel Coordinators can send an email fo the
StatewideTravelProgram@dags.ca.gov mailbox for assistance.

: We h ing the h d wal i LA oti tes, ple ha feedback
] Mtha::len ancing the home page and value your input. As you notice updates, please share your fe @ —— %

Er¥ Concur Home v ® WN

‘You ane cumently not S0 up 10 use amy Concur products. ComMact your Contur Administrator for Assistance



mailto:StatewideTravelProgram@dgs.ca.gov

Troubleshooting - Concur

“Sorry, Something Went Wrong” 7 Coneurtome -
= Multiple reasons you might see this error:
* GDS Concur sync issue.
= Personal credit card added as form
of payment in Concur profile for
airfare, rail, and car rental.
= Required fields in profile are not
completed.
= Travel Coordinators can send an email
fo the Statewide Travel Program mailooX | werre sorry...
for assistance.

Sorry, something went wrong.

[ We encountered an issue that prevented us from completing your request. J

Unknown error from the reservation system.




Troubleshooting - Concur

“Please enter an airport”

(airport codes not working)

= When you see this error, it means an
outdated URL for Concur is being
used.

= The most updated URL for Concur
can be found at
hitps://caltravel.ciozumano.com.

EX¥Concur  Home v

E Booking for mysell | Book for a guest

XA K B

s your drivr's Beenss REAL D compliar? & new form

o i e ation will Be requined o Bif vl vwithis e

LS. sarting May 7. 2025

Click e for moe inbormation on REAL ID

Mixed Flight/Train Search

Approvals

Whan yvou have approvals, yo

i

No Approvals

usd.concursalutions.com says

Plaase enter an airpart
|
i
| £3

Welcome to Concur, Managed by CI Az

ull sae them herg



https://caltravel.ciazumano.com/

= Cl Azumano bills service fees once a month in a lump sum.

= Service fees appear one month in arrears on the U.S. Bank
Statement.

= Cl Azumano also offers Point of Sale service fees. Please
email StatewideTravelProgram@dags.ca.gov for more
information.

Online** Agent Assisted Additional

Service/Description

Re orti n Transaction Fee Transaction Fee Fees
p g 1. Air/Rail (+Hotel and/or $4.50 $10.25
+Car)*
2. Hotel and/or Car Only $2.25 $10.25
Reservation
3. Virtual Payment $4.00
Deployment
4. Ticket Exchange $10.25
5. Ticket Refund $0.00
6. Ticket Void $0.00

*Flat fee for booking any combination of domestic or international air, rail, car, and hotel.
**Reservation made without agent assistance.



mailto:StatewideTravelProgram@dgs.ca.gov

U.5. Bank Statement
Post Tran
Date Date Reference Number Transaction Description Amount
12-27 12-26  24755424361153612054535 CI TRAVEL 757-6409209 VA 33150
01-03 01-02 24164075002434530111809 E?;I%EEEISE RENT-A-CAR 800-7747578 OK 502113
01-03 01-02 24164075002434530113938 EEEEEE%RISE RENT-A-CAR 800-7747578 OK 973614
01-03 01-02 24755425002170027493829 CI TRAVEL 757-6409209 VA 167 21
01-21 01-20 74164075020434530106976 ENTERPRISE RENT-A-CAR TULSA OK 60.30 CR
01-23 01-22 24755425022260224703702 CI TRAVEL 757-6409209 VA 260.75
R t. 01-17 01-15  24692165016106267854736  SOUTHWES 5267229909841 SOUTHWEST.COM TX 276.04
Activity Detail Report
TRAVEL TYPE VENDOR NAME FEE TYPE FEE AMT PAID BY DGS
. - * - -
Fee Cl Azumano Travel Service Fee AGENT AIR DOM EXCHANGE ADDCOLLECT §10.25
Fee Cl Azumano Travel Service Fee AGENT AIR DOM EXCHANGE ADDCOLLECT §10.25
Fee Cl Azumano Travel Service Fee VC DEPLOYMENT 54.00
Fee Cl Azumano Travel Service Fee ONLINE HOTELANDORCARONLY §2.25




Q&A

If you have a question, please type it in the Q&A or raise your hand and we will
unmute you.

D LN ]
@ @_] ) [ﬂ} HE] E]J a [l e k*.r'J o Start meeting ™ Leave v
Chat O&A People Raisze WView Maotes Rooms Apps Waore Camera hic Share

We will not be addressing questions that are unrelated to the topic of Travel
Management Services.

As a reminder: the recording of this meeting, this PowerPoint, and the completed
Q&A will be emailed by the end of next week.




5 Minutes Left

We will do our best fo answer all questions within the
time we have left. If we are unable to get to your
question, we will send a response via the Q&A
document.

Please complete this feedback form 1o help us plan
future trainings.

Subscribe to our Travel Updates



https://forms.office.com/Pages/ResponsePage.aspx?id=sfdF6tcHqEm49TcTbsk4Lccj6dxDyqJDj8GyggQ0ZZxUMkNUUkJEMVVVSjRYMFZGQjEyMFY1UlFVSS4u
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpublic.govdelivery.com%2Faccounts%2FCADGS%2Fsubscriber%2Fnew%3Ftopic_id%3DCADGS_128&data=05%7C02%7CPaola.BredbergClark%40dgs.ca.gov%7C84e1892c37484ceefd7f08dd3b1dc144%7Cea45f7b107d749a8b8f537136ec9382d%7C0%7C0%7C638731721771333316%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=1KcDdWJDO6T6H8p3osMuSFdsNy6NpU5P68l73y2CH%2Bw%3D&reserved=0

THANK YOU!




	Town Hall: �Travel Management Services
	Housekeeping
	Agenda
	Overview of CI Azumano
	Overview of CI Azumano
	Traveler Communication
	Communicating with CI Azumano
	Unused Ticket Credit Communications
	Traveler Profiles
	Guest Booking
	Troubleshooting - Concur
	Troubleshooting - Concur
	Troubleshooting - Concur
	Reporting 
	Reporting 
	Q&A
	5 Minutes Left
	THANK YOU!

