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1. Introduction

To access Concur, please reach out to your agency Travel Coordinator(s).

Upon accessing Concur, you need to complete your profile before any trips can be booked.
Inaccurate profile information will result in inaccurate information in your travel reservations.

Air travel is the most critical: An inaccurate name or date of birth can result in denied boarding of the
aircraft. It is your responsibility to ensure all information is entered accurately and updated whenever
necessary.

All required fields of the profile must be completed before travel can be booked. It is strongly
encouraged to complete the remaining optional fields.

Middle Nant[Requirel:l]
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2. Set Up the Concur Profile

2.1 Log info Concur

Log into Concur. See the video and/or guide ‘How to Log into Concur’ for more information.

After logging in, click the profile icon in the top right corner.

= [EI7 Concur a ® E

Hello JJ e TesTERIE

January 21, 2026

Click “Settings” to complete your profile.

&

BETA TESTER

61 Settings

€5 Act as Another User v
& Travel Policy
i Legal Information >

[E] Service Status (US2)

(D About
() sign Out
o
2.2 Personal Information
Click “Personal Information.”
= EI7 Concur QA ® &
@ Home Your Information Proﬁle options
Personal Information
Travel > Company Information Select one of the following to customize your user profile.
pany g v P
E°“‘T:J2f°'ma“°“ Personal Information System Settings
2% App Center malt Acdresses Your home address and emergency contact informati \. Which time zone are you in? Do you prefer to use a 12 or 24-hour clock? When does
Sponsored Guest Users
" your workday start/end?
Emergency Contact Company Information
Credit Cards Your company name and business address or your remote location address. Contact Information
Travel Settings Credit Card Information How can we contact you about your travel arrangements?
el Preferonies You can store your credit card information here so you don't have to re-enter it each Setup Travel Assistants
! time you purchase an item or service. You can allow other people within your companies to baok trips and enter expenses for
International Travel you
Frequent-Traveler Programs Travel Profile Options
Assistants/Arrangers Carrier, Hotel, Rental Car and other travel-related preferences Travel Vacation Reassignment
) e
Other Settings R Going to be out of the office? Configure your backup travel manager.

Change your password. SAP Concur Mobile App

System Settings Set up access to Concur on your mobile device

Concur Connect

Change Password

Travel Vacation Reassignment
SAP Concur Mobile App
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Fill in your first, middle, and last name as shown on your photo identification. If you don’t have a middle
name, check the “No Middle Name box” You may be turned away at the gate if the name on your
identification does not match your ticket.

A Important Note

Your Name and Airport Security: Please make certain that the first, middle, and last names shown below are identical to those on the photo identification that you will be presenting at the airport. Due to increased airport security.
you may be turned away at the gate if the name on your identification does not match the name on your ticket.

Title First Name Middle Name[ReqUired] Referred Name Last Name ffix

Nu Middle Name

Important: Once you have saved your updates, your name will not be editable. To make any name
changes, you will need to reach out to your agency Travel Coordinator(s).

2.3 Company Information

Under company information, fill in your employee ID (if applicable).

Company Information

Employee ID

Manager Org. Unit/Division Employee Position/Title

Fiscal Reporting Structure [Required]

2.3.1 Manager Information

If your agency uses pre-trip approval in Concur, entering your manager’s name will be marked as
“Required.” This is the person responsible for reviewing and approving your travel request. If you enter
the wrong manager, your fravel request will be rejected and canceled. Please see the video ‘What to
Do if Your Travel Has Been rejected or Approved’ or the guide ‘Concur Pre-Trip Approval Guide’ for
more information.

Company Information

Employee ID

Manager rg. Unit/Division Employee Position/Title

Fiscal Reporting Structure [Required]

Important: Once you have saved your updates, your manager will not be editable. To make any future
manager changes, you will need to reach out to your agency Travel Coordinator(s).
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2.3.2 Expense Information

If your agency has chosen to require expense information, such as Fi$Cal reporting structure numbers
or PCA/index coding, this information must be provided to complete the section.

Company Information

Employee ID

Manager Org. Unit/Division Employee Position/Title

Fiscal Reporting Structure [Required]

Your agency may have additional required questions in this section. Please reach out to your agency
Travel Coordinator(s) with any questions you may have about other requirements in this section, if
applicable.

Company Information

Employee D

Manager Org. Unit’'Division Employee Position/Title

Reporting Unit-3 digit numbers only please [Required] Division - 3 digit alpha only please [Required]
123 123

2.4 Work Address

Enter your work address. This is not required but can be helpful when searching for travel by company
location.

Work Address

Company Name Assigned Location

Please choose a company location. v

Street

Address same as assigned location

City State/Province

Postal Code Country/Region

United States of America v
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2.5 Home Address

This section is optional.

Enter your home address.

Home Address

Street

City State/Province

Postal Code ‘Country/Region
United States of America v

2.6 Contact Information

Under contact information, you are required to include either a work phone or a home phone. You
may provide a cell phone number as your home phone.

Contact Information

Work Phone[Required**] lork Extension Work Fax 2nd Work Phone/Remote Office Home Phone[Required**]
11111111

E—
e ther Phane

Mobile Phone Country/Region Mobile Phone

v

**¥You must specify either a home phone or a work phone.

Additional contact information is not required but can be used by our fravel vendors o communicate
with you, if necessary.

2.7 Email Address

This section is optional.

Add as many email address(es) as desired, to receive your trip itineraries such as managers, Travel
Coordinators, or personal emails.

If you assign someone as your Primary Assistant, they will automatically receive your trip itinerary as well
as any changes or cancellations to the trip. For instructions on adding a Travel Arranger or Assistant,
see section 2.10.5 of this document.

Email Addresses Go to top

Please add at least one email address.

How do | add an email address?
(® Add an email address
Email Address Verification Status Verify Contact? Actions

Email 1 (@dgs.ca.gov Nat Verified Verify Yes Vi
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2.7.1 Add an email address
To add an email address, click *Add an email address.”

Email Addresses Go to top

Please add at least one email address.

How do | add an email address?

G) Add an email address

Email Address Verification Status Verify Contact?

Email 1 @dgs.ca.gov Not Verffied Verify Yes Ve

In the section that appears, enter the email address. Check “Yes" if you would like this person to be
notified of your travel bookings. Click “OK" to add the email.

Email Addresses Go to top

Please add at least one email address.

How do | add an email address?

@ Add an email address

Email Address Verification Status Verify Contact? Actions
Email 1 Mart Verified Verify Yes Vs
Enter email address Contact for Travel Notifications? Carcel
Oves ®no

You can add as many emails as desired.

2.7.2 Edit an email address

To edit an email address, click the pencil icon.

Email Addresses

Please add at least one email address.

How do | add an email address?

Email Address Verification Status Verify Contact? Actions

Email 1 (@dgs.ca.gov Not Verified Verify Yes

The email address will become editable. Make any changes necessary. Check “Yes” if you would like
this person to be notified of your fravel bookings. Click “OK” to save the updates to the email.

Email Addresses

Please add at least one email address.

How do | add an email address?

Email Address Verification Status Verify Contact? Actions
Enter email address Contact for Travel Notfications? ancel
@ ves Ono
@dgs.ca gov
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2.7.3 Remove an email address

To remove an email address from your profile, click the trash can icon.

Email Address Verification Status Verify Contact? Actions

Email 1 @dgs.ca.gov Mot Verified Verify Yes

Email 2 dgmail.com Mot Verified Verify No V4

A pop-up will appear asking for confirmation to delete the email. Click “OK" to proceed with deleting.

us2.concursolutions.com says

Are you sure you want to remove this email?

“ Cancel

When the page refreshes, the email will no longer appear in your profile. There will be a note to confirm
the email has been removed.

Email Addresses Go to top

Please add at least one email address.

How do | add an email address?

Email Address(es) have been removed.

Email 1 @dgs.ca gov Not Verified Verfy Yes Ve

2.8 Emergency Contact

This section is optional.

Enter emergency contact information.

Emergency Contact

Name Relationship

Street

Address same as employee

City State/Province Postal Code

Country/Region Phone Alternate Phone
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2.9 Travel Preferences

The only required section of “Travel Preferences” is “TSA Secure Flight.” The remaining sections are not
required but allow your preferences to be added automatically when searching for travel.

2.9.1 Discount Rates

If you choose any of the discount rates displayed, you must be able to provide proper identification or
membership. For example, if you choose “AAA,” you must show your AAA card when checking into a
hotel. The box for “Government” travel rates/fares should not be checked as it applies to federal
government rates and fares only.

Travel Preferences
Eligible for the following discount travel rates/fare classes

O aancAa [ Government DMiLitary () seniorfAARP

2.9.2 Air Travel Preferences

Entering your air travel preferences helps with filtering searches by desired amenities and
communicate any special travel needs/requests to the vendor. When you add your preferred
departure airport to your profile, it will automatically populate when searching for tickets. You can
change this preference during the search process without returning to your profile. This section also
allows you to notify the airline of any medical restrictions you have, if applicable.

Air Travel Preferences @

Seat Seat Section  Special Meals Ticket Delivery

Don't Care v Don't Care v Regular Meal 4

Preferred Departure Airport @ ther Air Travel Preferences Medical Alerts

2.9.3 Hotel and Car Rental Preferences

Setting your hotel and car rental preferences ensures that search results highlight options with
amenities that match your needs.

Hotel Preferences

RoomType  Smoking Preference Message to Hotel Vendor @
Don'tCare v DontCare ~ (JFoampilows (JRollawaybed (JCrib

1 prefer hotel that has:
Oagym Dapool (Jarestaurant (Jroom service (JEarly Check-in

Accessibility Needs
& Owheelchair access ([ Blind accessible
Car Rental Preferences

State of California does not reimburse for Navigational systems (GPS).
Car Type Smoking Preference  Car Transmission

Any Car Class v DontCare v DontCare v [Jin-carGPS system (J Skirack

Message to Car Rental Vendor @

Important: The state does not reimburse the cost of renting an in-car GPS system or ski rack (applicable
to executive branch agencies only).
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2.9.4 Add a Frequent-Traveler and/or Advantage Program(s)

The state follows federal guidelines allowing travelers to retain frequent fraveler benefits (brand loyalty
programs) for personal use. You may add any frequent-traveler and/or advantage programs you
belong to.

To add, click the "Add a program" button.

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs I ® Add a Program

‘Wyndham (Chain) (

™= iyndham Rewards Search this vendor 122345 —ur

Advantage Programs

Your Advantage Programs for Travel Discounts I ® Add a Program I

No programs defined

You can add up to 5 programs at a time in the pop-up box after clicking “Add a program." Indicate if
the vendor is “air/rail,” “rental car” or “hotel” by selecting the correlating icon.

Add Travel Programs

the carier code. If you enter a program incorrectly, you wil get a profile efror from the reservation system.

Please enter programs EXACTLY as they appear on your card, excluding spaces and dashes. Do not add any additional characters. Do not include |
For example, if your card is printed "AA12345" or "John Doe/12345", your program number is "12345".

| The page allows you to enter up to 5 travel programs at a time. First, select the type of program (carrier name, car rental, or hotel)
Then, select the name of the company from the adjacent list. Finally, enter the program number (frequent traveler number, etc.)

AirRail Carier Frequent Traveler / Driver/ Guest Number Search this vendor

Select a carrier v

Choose the vendor in the “Carrier” drop-down menu.

Add Travel Programs

Please enter programs EXACTLY as they appear on your card, excluding spaces and dashes. Do not add any additional characters. Do not include |
the carrier code. If you enter a program incorrectly, you will get a profite error from the reservation system
For example, if your card i printed "AA12345" or "John Doe/12345, your program number is *12345",

J

| The page allows you to enter up to 5 travel programs at a time. First, select the type of program (carrier name, car rental, or hotel)
Then, select the name of the company from the adjacent list. Finally, enter the program number (frequent traveler number, etc.)

AR fimf] Aol carer lequent Traveler / Drver! Guest Number Search this vendor
1© O O Select a carrier ~

Add the “Frequent Traveler” number. Ensure the number is exactly as it appears on your card. Any
errors may result in billing errors.

Add Travel Programs

the carrier code. If you enter a program incorrectly, you will get a profile eror from the reservation system!

- N
‘ (@ Fioese enter programs EXACTLY as they appear on your card, excluding spaces and dashes. Do not add any additonal characters. Do notinclude
For example, if your card is printed "AA12345" or “John Doe/12345", your program number is *12345".

J

| The page allows you to enter up to 5 travel programs at a time. First, select the type of program (carrier name, car rental, or hotel).
Then, select the name of the company from the adjacent list. Finally, enter the program number (frequent traveler number, etc.),

iy AR Carer Frequent Traveler / Diver/ Guest Number [Search this vendor
1©® O O Select a carrier
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If you would like this vendor to appear when searching for travel, click “Search this vendor.”

Add Travel Programs

AirfRail Carrier

Please enter programs EXACTLY as they appear on your card, excluding spaces and dashes. Do not add any additional characters. Do not include |
the cartier code. If you enter a program incorrectly, you will get a profile error from the reservation system.
For example, if your card s printed "AA12345" or "John Doe/12345", your program number is "12345".

The page allows you to enter up to 5 travel programs at a time. First, select the type of program (carrier name, car rental, or hotel).
Then, select the name of the company from the adjacent list. Finally, enter the program number (frequent traveler number, etc.).

J

Frequent Traveler / Driver/ Guest Num

\ Search this vendor

4R = =
1© O O Select a carrier v

Complete these steps up to five times to add up to five frequent-traveler programs. After adding your
program(s), click “Save” at the bottom of the pop-up box.

Add Travel Programs

the carrier code. If you enter a program incorrectly, you will get a profile error from the reservation system.
For example, if your card is printed "AA12345" or "John Doe/12345", your program number is “12345".

[ Please enter programs EXACTLY as they appear on your card, excluding spaces and dashes. Do not add any additional characters. Do not include

The page allows you to enter up to 5 travel programs at a time. First, select the type of program (carrier name, car rental, or hotel).
Then, select the name of the company from the adjacent list. Finally, enter the program number (frequent traveler number, etc.).

Air/Rail Carrier

Frequent Traveler / Driver/ Guest Number Search this vendor

48 = =

1 ®@ O O Select a carrier v
Air/Rail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor

48 = =
2 @ O O Select a carrier v

+i H e, Air/Rail Carrier Frequent Traveler / Driver/ Guest Number Search this vendor
3 @ O O Select a carrier v

AP G Juy ARel Carier Frequent Traveler / Driver/ Guest Number Search this vendor
4 ®@ O O Select a carrier v

AP G fuy ARl Carier Frequent Traveler / Driver/ Guest Number Search this vendor
5 ®@ O O Select a carrier v

N\

J

If you have more than five rewards program numbers, you may click the "Add a program" link again to
add any additional programs.

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs

(® Add a Program

[7=Y

‘Wyndham (Chain) (WR) Wyndham Rewards

Search this vendor

122345 /

2.9.5 Edit a Frequent-Traveler and/or Advantage Program(s)
To edit frequent-traveler or advantage program information in your profile, click on the pencil next to

the loyalty number.

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs

(® Add a Program

7

Wyndham {Chain) (WR) Wyndham Rewards

Search this vendor

122345 m ﬂ
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In the pop-up that appears, make edits to the “Program Account Number,” if necessary. If you would
like this vendor to appear when searching for fravel, click “Search this vendor.”

Edit a Travel Program

Ve ~
(@ Piesse enter programs EXACTLY s they appear on your card, excluding spaces and dasnes. Do not add any sdoitonsl characters. Do not
include the carrier code. If you enter a program incorrectly, you will get a profile error from the reservation system.
For example, if your card is printed "AA12345" or “John Doe/12345", your program number is "12345".
\

J

Change your program number and click Save.

Wyndham (Chain) (WR) gy NG (Wyndham Rewards)

Program Account Number |
122345 ‘Search this vendor.

I G

Once the edits have been made, click “Save Changes.”

Edit a Travel Program

rams EXACTLY as they apy
code. If you enter a prog:
ur card is printed "AAL234:

ard, excluding spaces and dashes. Do not
y, you will get a profile error from the reses
n Doe/12345", your program number is "1234:

any additional characters. Do not
n system.

-
@ re=
inclu

clude
For example,

Change your program number and click Save

Wyndham (Chain) (WR) 575, 15¢; (Wyndham Rewards)

Program Account Number

122345 ‘Search this vendor.

Save Changes

2.9.6 Remove a Frequent-Traveler and/or Advantage Program(s)
To delete a frequent-traveler or advantage program, click the trash can next to the loyalty number.

Frequent-Traveler Programs

Your Frequent Traveler, Driver, and Hotel Guest Programs (® Add a Program

[ — Wyndham (Chain) (WR) Wyndham Rewards Search this vendor 122345 / '@

A pop-up will appear asking you to confirm you would like to remove the program. Click “OK.”

us2.concursolutions.com says

Click OK to continue or click Cancel to keep your accounts linked.

n Cance'

When the page reloads, the information will no longer appear in the “Frequent-Traveler Programs”
section of your profile.

Frequent-Traveler Programs

Your Fraquent Traveler, Driver, and Hotel Guest Programs @ Add a Program

No programs defined
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2.9.7 Unused Tickets

This section stores any applicable unused airline ticket credits. Unused airline ticket credits must always
be utilized for future business trips. Contact your agency Travel Coordinator(s) for more information
about unused ticket credits and how they are applied to future travel.

Advantage Programs
Your Advantage Programs for Travel Discounts. ® Add a Program

No programs defined

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be subject to additional screening or denied transport or

2.9.8 TSA Secure Flight
Within the TSA section, you must provide your birthdate and gender.

TSA Secure Flight

The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be subject to additional screening or denied transport or
authorization. Gender requirement for TSA is optional, but it can still be required by your company on this section. The recommendation is for the user to select the gender that matches the Passport. TSA may share information you
provide with law enforcement or intelligence agencies or others under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at WWWTSA.GOV

]| Date of Birth (r )[Required] | DHS Redress No.@ TSA F‘I’E\( Known Traveler Number @

Gender [Req

Unspecified (X)

If you have a TSA Pre-Check Known Traveler Number, you may enter it. If you participate in the Pre-
Check program, please note that it is a non-reimbursable expense (applies to executive branch
agencies). Entering your TSA Pre-Check number does not guarantee access to the TSA Pre-Check
security checkpoint. Please see TSA PreCheck® for more information.

TSA Secure Flight
The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be subject to additional screening or denied transport or
authorization. Gender requirement for TSA is optional, but it can still be required by your company on this section. The recommendation is for the user to select the gender that matches the Passport. TSA may share information you

provide with law enforcement or intelligence agencies or others under its records notice. For more on TSA privacy policies or to view the records notice and the privacy impact assessment, see the TSA's web site at WWW.TSA.GOV

Gender [Required] Date of Birth (mmiddiyyyy)[Required] DHS Redress No.@ TSA Pref Known Traveler Number@
Unspecified () % | Ejenyraprere

2.10 International Travel: Passports and Visas

It is not a requirement to add passport or Visa information if you are not fraveling internationally. If you
are traveling internationally, you must enter your passport or Visa.

Go to top

Travel: ports and Visas

travel a little easier. The completion of this field is helpful for users

Adding your passport information to your profile will allow us to include it in your reservations. Having this i ion in your ion can make i
who expeet to book intemational travel but is optional for all users,

Passports

(0 1 do not have a passport

Add a Passport
fonality

Passport Number Passport Date Issued (mmidd/yyyy) Passport Expiration (mmidd/yyyy) Passport Place Issued (City, State) Passport Place Issued (Country/Region)
v =]

Passport

International Visas ® Add a visa
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2.10.1 Enter Passport Information
Choose the passport nationality and the issuing country/region by using the drop-down menus.

International Travel: Passports and Visas Go to top

Adding your passport information te your profile will allow us to include it in your reservations. Having this information in your reservation can make international travel a little easier. The completion of this field is helpful for users
who expect to book international travel but is optional for all users.

Passports

[7] 1 de nat have & passport

Add a PassEorl
Passport Nationality ssport Number Passport Date lssued (mm/ddiyyyy) Passport Expiration (mmiddlyyyy) Passport Place Issued (City, State]| Passport Place Issued (Country/Region)
w

v

Enter the passport number in the corresponding field. Enter the city in which the passport was issued, in
the “Passport Place Issued” field.

Go to top

Internati Travel: ports and Visas
Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make international travel a little easier. The completion of this field is helpful for users
who expect to book international travel but is optional for all users.

Passports
(0 1donot have @ pessport

Add a Passport
Passport Nationality Passport Number ssport Date Issued (mmidalyyyy) Passport Expiration (mm/dd/yyyy) Passport Place Issued (City, State) @lissport Place Issued (Country/Region)
E v

Either type the date or use the calendar to enter the date issued, and the expiration date.

International Travel: Passports and Visas Go to top

Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make international travel a little easier. The completion of this field is helpful for users
who expect to book international travel but is opticnal for all users.

Passports

[ 10 ot have a passport

Add a Passport
Passport Nationality Passport Number Passport Date Issued (mm/ddlyyyy)
v B

Passport Expiration (mmiddlyyyy) sssport Place Issued (City, State) Passport Place lssued (Country/Region)

Ensure the passport information is accurate. Inaccurate information may result in being turned away
upon check-in.

2.10.2 No passport
If you do not have a passport, check “I do not have a passport.”

Go to top

Internati Travel: ports and Visas
Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make interational travel  little easier. The completion of this field is helpful for users
who expect to book international travel but is optional for all users.

Passports

[ 1 do not have  passport

Add a Passport
Passport Nationality Passport Number Passport Date Issued (mmiddiyyyy) Passport Expiration (mm/ddfyyyy)
b

Passport Place Issued (City, State) Passport Place Issued (Country/Region)

Important: communicate with your agency Travel Coordinator(s) if you must fravel internationally and
do not have a passport.
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HOW TO SET UP A PROFILE IN CONCUR

2.10.3 Enter Visa information
To enter Visa information if applicable, click *Add a Visa.”

International Travel: Passports and Visas Go to top

Adding your passport information to your profile will allow us to include it in your reservations. Having this information in your reservation can make international travel a little easier. The completion of this field is helpful for users
who expect to book international travel but is optional for all users.

Passports

[ 1 do not have a passport

Add a Passport

Passport Nationality Passport Number  Passport Date Issued (mmiddlyyyy) Passport Expiration (mmddiyyyy) Passport Place Issued (City, State) Passport Place Issued (Country/Region)

v ] v

International Visas @ Add a visa

In the section that appears, use the drop-down menu to select the Visa nationality and Visa type.

International Visas
Add a visa
isa Nationglicy yisa Tvpe Visa Number Visa Expiration
Visa Nationality visa Type ica Number Visa Expiraion (mmiciyyy) X

Enter the Visa number.

International Visas

Add a Visa
Visa Nationality Visa Expiration

Visa Nationality Visa Type:

Either type the date or use the calendar to choose the "“Visa Expiration” date.

International Visas
Add a Visa

Visa Nationality Visa Type i Visa Expiration
Visa Nationality Visa Type Visa Number Visa Expiration (mmiciyyyy) X
hé i

Click the save icon to add the Visa to your account.

International Visas
Add a Visa

Visa Nationatity Visa Type Visa Number Visa Expiration
Visa Nationalty Visa Type Visa Number Visa Expiration (mmiddlyyyy) X

Ensure the Visa information is accurate. Inaccurate information may result in being turned away upon
check-in.

2.10.4 Assistants and Travel Arrangers

A Travel Arranger/Assistant has permission to book travel on your behalf. You can add as many Travel
Arrangers/Assistants as you would like, but only one can be the Primary Assistant. The Primary Assistant
has the added benefit of always receiving emails with your frip itineraries, travel changes, and
cancellations.
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HOW TO SET UP A PROFILE IN CONCUR

2.10.5 Add a Travel Arranger/Assistant

You can add an assistant by clicking on the "Add an Assistant" Link.

Assistants and Travel Arrangers

[ Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.

Go to top

i
I () Add an Assistant

You currently have no assistants defined.

A pop-up window will appear. In the “Assistant” field, start typing the person's name. A drop-down
menu will appear with people from your agency that have profiles in Concur matching your entry.

Add an Assistant

Please select the individuals within your organization that you
would like to give permission to perform travel functions for you.

l Assistant

Never, Concur
Concur Administrator
Dept of General Services & number in their
assistant for travel.
(User Name)

@concur.com (Email) | ancel

Never, Concur Admin Do Not
Delete
Concur Administrator
Dept of General Services
@dgs.ca.gov.l
(User Name)
S

vl

To choose someone from the list, simply click their name.

Never, Concur
Concur Administrator

Dept of General Services

Add an Assistant

Please select the individuals within your organization that you
would like to give permission to perform travel functions for you.

Assistant

ne number in their
ry assistant for travel.

Important: Whomever you choose to be your Travel Arranger/Assistant must have a Concur profile
before you can search for and choose them. If they do not have a Concur profile, they will not appear

as an option.
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HOW TO SET UP A PROFILE IN CONCUR

Once you have selected the correct person, check “*Can book travel for me” to allow them to book
fravel on your behalf.

Edit an Assistant

William is currently allowed to perform those functions that are
checked for you. To change these settings, checkluncheck as
appropriate.

If you would like the person to be your Primary Assistant, check “Is my primary assistant for fravel.” Only

one Primary Assistant is allowed per profile. The Primary Assistant will always receive emails with your trip
itineraries, travel changes, and cancellations.

Edit an Assistant

William is currently allowed to perform those functions that are
checked for you. To change these settings, check/uncheck as
appropriate.

Assistant

Is my primery assistant for travel

T GECTED

Important: If the person you have selected has not entered a work number in their profile, they will not
be designated as the Primary Assistant.

Click “Save Changes” when you have chosen your Travel Arranger/Assistant.

Edit an Assistant

William is currently allowed to perform those functions that are
checked for you. Ta change these settings, check/uncheck as
appropriate.

Assistant

Never, Concur

[ Can book travel for me

[ 1s my primary assistant for travel

When the page refreshes, the new Travel Arranger/Assistant will appear in your profile.

Assistants and Travel Arrangers Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.
[ Refuse Seif Assigning Assistants @
Your Assistants and Travel Arrangers (® Add an Assistant

Assistant Changes Saved

Can book travel? Update/Delete

Can book travel? @ 7 @

Never, Concur (Primary Travel Asst )
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2.10.6 Edit a Travel Arranger/Assistant

To edit an assistant, click the pencil icon near that arranger/assistant’s name.

Assistants and Travel Arrangers Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.
[ Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers (@ Add an Assistant

Assistant Can book travel? Update/Delete

Can bock travel? @ o

Never, Concur (Primary Travel Asst)

Complete any edits needed in the pop-up box. Click “Save Changes” when finished.

Edit an Assistant

William is currently allowed to perform those functions that are
checked for you. To change these settings, check/uncheck as
appropriate.

Assistant

Mever, Concur

Can book travel for me

Is my primary assistant for travel

You cannot edit the person’s name.

2.10.7 Remove a Travel Arranger/Assistant

To delete a Travel Arranger/Assistant, click the trash can icon next to the person’s name.

Assistants and Travel Arrangers Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.

(] Refuse Self Assigning Assistants €

Your Assistants and Travel Arrangers (®) Add an Assistant
Assistant Can book travel? Update/Delete
Never, Concur (Primary Travel Asst.) Can book travel? @ /

A pop-up will appear, asking you to confirm you would like to remove the arranger/assistant. Click
“OK.H

us2.concursolutions.com says

Click OK to delete this assistant, Click Cancel to stop.
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When the page reloads, the arranger/assistant will no longer appear in your profile.

Assistants and Travel Arrangers Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions for you.
[ Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers (® Add an Assistant

Assistant Changes Saved

You currently have no assistants defined.

2.11 Credit Cards

2.11.1 When'is a credit card required?

Airfare, rail tickets, and rental cars are billed directly to your agency, and do not require a personal
credit card in your Concur profile.

If your agency participates in the Virtual Card Program for lodging, a personal credit card is not
required in your Concur profile.

If your agency does not participate in the Virtual Card Program, a personal credit card is required to
hold any hotel rooms/reservations. Your credit card information will be encrypted; this means that
once it is entered, even you don't have access to the card number.

2.11.2 Add a Credit Card
To add a credit card, click “Add a Credit Card.”

Credit Cards Go to top

l
(® Add a Credit Card

You currently have the following credit cards saved with your profile.

| You currently have no credit cards saved

A pop-up will appear. Enter the card information by typing or using the drop-down menus.

Add a Credit Card * Required

Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name” field to label the
card so you can easily identify and select it when using features that require a credit card transaction.

Display Name (e.g., My Corporate Card) * ‘Your name as it appears on this card *
William Never

Card Type * Credit Card Number * Expiration Date *
v 1 v 2026 W

Page 21 of 26



HOW TO SET UP A PROFILE IN CONCUR

Since airfare, rail tickets, and car rentals are directly billed to your agency, you only need to check
“Hotel Reservations” under “Use this card as the default for.”

Add a Credit Card * Required
Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the
card so you can easily identify and select it when using features that require a credit card transaction.

Display Neme (e.g., My Corporate Card) * ‘Your name as it appears on this card *
‘William Never

Card Type * Credit Card Number * Expiration Date *
v 1 v o202 v

Use this card as the default card for:
[) Plane Tickets (] Rail Tickets [_] Cor Rentals [_] Hotel Reservations

Enter the biling address for the credit card.

Add a Credit Card * Required
Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the
card so you can easily identify and select it when using features that require a credit card transaction,

Display Name (e.g., My Corporste Card) % Your name ss it appears on this card ¥
Wiliam Never

Card Type % Credit Card Number % Expiration Date *
v 1 v 208 v

Use this card as the default card for.

(] prane Tekers [ Tickers [ Car Rervats (] Horet Reservasons

Billing Address
Enter the billing address for this credit card below. If this is a personal credit card, the billing address will typically be
your home address. If its a company card, the billing address might be your company address. The billing address
must be the address where the bills for this card are currently delivered, not where you would prefer they be delivered.
This information is used to verify your identity during credit card transactions. Your credit card may be declined if your
billing address is inaccurate.

Billing Addresses longer than 30 characters may cause certain Airines (Direct Connects and Web Bookings) to decline

xuur credit card. Please abbreviate lanﬁ addresses if Eoss\bte

Stieet %
Tip: If you complete your persanal profile,
welLfill in this adaress information for you
each time you aod & new card
2
City * State ¥ Zip/Postal Code *

None Selected v

CounryRegion *
United States of America -

Once the credit card’s information is added, click “Save.”

Add a Credit Card * Required
Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name™ field to label the
card so you can easily identify and select it when using features that require a credit card transaction.

Display Name (e.g., My Corporate Card) ¥ Your name as it appears on this card ¥
William Never

Card Type * Credit Card Number ¥ Exgiration Date *
v 1w 2026

Use this card as the default card for:
[ Pane Tickets |

| Rail Tickets [ Cor Rentals [ Hotel Reservations

Billing Address

Enter the billing address for this crediit card below. If this is a personal credit card, the billing address wil typically be
your home address. If it's a company card, the billing address might be your company address. The billing address
must be the address where the bills for this card are currently delivered, not where you would prefer they be delivered.
This information is used to verify your identity during credit card transactions. Your credit card may be declined if your
billing address is inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline
your credit card. Please abbreviate long addresses if possible

Street ¥
Tip: If you complete your personal profile,
wie'l filin this address information for you
each time you add a new card

City * State * ZipiPostal Code *

Mone Selected v

Country/Region *
United States of America v
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Important: The system will not save invalid card information.

us2.concursolutions.com says

This card number is not valid.

2.11.3 Edit a Credit Card
To edit a credit card in your profile, locate the card and click the pencilicon.

Credit Cards Go to top

You currently have the following credit cards saved with your profile.
@ Add a Credit Card

Card Type E-Receipt Enabled Display Name Sponsored Card Credit Card Number Expiration Date Default Update/Delete
Card - Exp: 2030 q

A pop-up will appear. As noted along the top of the pop-up, you will not have access to the full card
number for security purposes. Edit the necessary information. See section 2.11.2 of this document for
details about entering information. Once you've edited the credit card, click “Save.”

Edit Credit Card % Requiced
sy
@ Forsecurity, your credit card number is not displayed. If you think your credit card number is wrong, delete this credit card record
andin w one with the correct information

Edit your credit card infermation as necessary and click Save when finished.

Display Name (e.g., My Corparate Carc) * Your name as it appears on this card *
Card visa

Card Type Credit Card Number Expiration Date *
v %

Use this card as the default card for
[ Prane Tickets (] Rail Tickets (] Car Rentals (3] Hotel Reservations

Billing Address
The billing address must be the address where the bills for this card are currently delivered, not where you would
prefer they be delivered. This information is used to verify your identity during credit card transactions. Your credit card
may be declined if your billing address is inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline
your credit card. Please abbreviate long addresses if possible.

Street * Use this address
~
z
ciy * State * Zp/Postal Code *
Sacramento California v

Country/Region *
United States of America v

= Ol D

2.11.4 Remove a Credit Card
To remove a credit card that has already been added to your profile, click the trash can icon.

Credit Cards Go to top

You currently have the following credit cards saved with your profile.
® Add a Credit Card

Card Type E-Receipt Enabled Display Name Sponsored Card Credit Card Number Expiration Date Default Update/Delete

VisA Card - Exp: 2030 [} v
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A pop-up will appear asking for confirmation to delete the card. Click “OK.”

us2.concursolutions.com says

Click OK to delete this credit card. Click Cancel to stop.

“ Cancel

When the page refreshes, the card will no longer appear in your profile.

Credit Cards Gototop

2.12 Save Your Profile

The “Save” button appears under each section within your profile. Clicking “Save” in any section saves
the entire profile, so you only need to click “Save” once after completing all edits.

Once your profile is complete, click any of the “Save” buttons throughout the page.

Work Address E

—

After clicking “Save,” the "Profile Options” page will reload with a “Profile Saved” note in the top right
corner.
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3. Making Changes

If you want to make any changes to your profile, log into Concur. See the video and/or guide ‘How to
Log into Concur’ for more information.

After logging in, click the profile icon in the top right corner.

ET¥ Concur n a

Hello JJeeTa resteril

January 21, 2026

Click “Settings” to make changes to your profile.

BETA TESTER

@ Act as Another User M

S Travel Policy
i Legal Information >
) Service Status (US2)

@ About

(O sign out

You can choose any section of the profile that you need to edit. For example, adding another travel
assistant.

= EI7 concur Q ® A
@ Home Your Information Profile OPtions
ion
@ Travel > Select one of the following to customize your user profile.
Personal Information System Settings
! App Center Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-hour clock? When does

your workday startiend?

Company Information

mmmmm

to book trips and enter expenses for

Internati Travel
Frequent Traveler Programs Travel Profile Options
Assistants/Arrangers Carrier, Hotel, Rental Car and other travel-related preferences.
Other Settings Change Password
Change your password. SAP Concur Mobile App

Set up access to Concur on your mobile device

You can add information or make changes to any section except your name or manager. Please see
Section 2 of this document for detailed instructions on how to add, edit or remove information to your
profile.

To change your name or manager in Concur, you must reach out to your agency Travel
Coordinator(s).
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4. Additional Resources

As a traveler, your first resource for all travel-related inquiries is your agency Travel Coordinator(s). Other
helpful resources are:

4.1 Cl Azumano

Email: CalTravel@ciazumano.com

Travel Agents: (877) 454-8785 (use only if frip is in progress)

o ClAzumano Webpage
o Concur Login Page

4.2 Statewide Travel Program

Email; StatewideTravelProgram@dgs.ca.gov

Find the following videos and guides on the Statewide Travel Program Training Resources Page:

Concur Pre-Trip Approval Guide

How to Book Air

How to Book Lodging

How to Book a Rental Car

How to Book Train

How to Log into Concur

What to Do if Your Travel Has Been Rejected or Approved

O O 0O O O O O
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