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Agenda

Overview of CI Azumano
Traveler Communication
Communicating with CI Azumano
Unused Ticket Credit Communications
Traveler Profiles
Guest Booking
Troubleshooting – Concur 
Reporting 
Q&A



Overview of 
CI Azumano
 CI 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-hours service available 
outside of normal business hours 
for emergencies or last-minute 
changes at 877-454-8785.

 Travel tools & resources on 
caltravel.ciazumano.com. 

https://caltravel.ciazumano.com/


Overview of CI Azumano
Travel Tools & Resources
 Updated airline flight status and 

baggage rules and requirements

 Pre-trip travel & safety advisories

 Quick links to include airline check-ins, 
TSA information, and other resources

 DGS Resources webpage 



Traveler 
Communication
Travel Coordinator 
Communication 
Expectation

For travel-related guidance.

Travelers inquiring about the status of unused tickets.

 Each agency receives monthly reports detailing unused tickets.
 Travelers can find their unused ticket information on the Concur 

homepage, Concur profile, and airfare search result matrix.

Requests to update Concur traveler profiles.

 Travelers must manage their own profile updates.
 Travel Coordinators can assist with Concur profile updates as 

needed.

Requests for copies of invoices or receipts.

 CI Azumano
 Print My Invoice

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


Communicating with CI Azumano
 How to contact CI Azumano
 Email: caltravel@ciazumano.com 
 Phone: 877-454-8785

 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 CI 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


Unused Ticket 
Credit 
Communications

Travel Coordinators may:
 Contact CI Azumano for:
 Non-refundable unused ticket credits for all airlines 

except Southwest*
 Name changes on United unused ticket credits 

 Contact STPAudits@dgs.ca.gov for:
 Southwest Wanna Get Away unused ticket credit options
 The value of the unused ticket credit may be transferred to a 

Southwest UATP card if the ticket 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 ticket credit must contact CI 
Azumano for transfer options.

mailto:STPAudits@dgs.ca.gov


Traveler 
Profiles

Statewide Travel Program recommends:

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

 Benefits of traveler profiles:
 Maintain travel information and preferences 
 Track trip history
 Manage unused ticket credits
 Virtual card numbers for lodging reservations



Guest Booking
Process 

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

2. Choose “Book for a guest.”

3. Call into CI Azumano to use a 
Virtual Card Number.

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



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 to the 
StatewideTravelProgram@dgs.ca.gov mailbox for assistance.

mailto:StatewideTravelProgram@dgs.ca.gov


Troubleshooting - Concur
“Sorry, Something Went Wrong”
 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 

to the Statewide Travel Program mailbox 
for assistance.



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 
https://caltravel.ciazumano.com.  

https://caltravel.ciazumano.com/


Reporting 
CI Azumano 
Travel Service Fees

 CI Azumano bills service fees once a month in a lump sum.

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

 CI Azumano also offers Point of Sale service fees. Please 
email StatewideTravelProgram@dgs.ca.gov for more 
information.

mailto:StatewideTravelProgram@dgs.ca.gov


Reporting 
CI Azumano 
Travel Service Fees



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

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 to 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 to 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!
An email will be sent with the recording of this 

meeting, this PowerPoint, and the completed Q&A by the 
end of next week.
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