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CONCUR PRE-TRIP APPROVAL GUIDE

1. General Information

Each agency has set up their own travel approval process. If you are a tfraveler and have questions
on your agency'’s process, please reach out to your agency Travel Coordinator(s).

This document will review the Concur pre-trip approval process. There are two types of approval
processes through Concur: Passive Approval and Hard-Stop Approval.

1.1 Passive Approval

When a traveler books a trip that requires passive approval, the approving manager must
actively reject the trip if they don't want the frip to occur. If the approving manager takes no action,
the trip will be approved automatically.

1.2 Hard-Stop Approval

When a fraveler books a trip that requires approval, the approving manager must
actively approve the trip if they want the trip to occur. If the manager either rejects the trip or takes
no action, the trip will be rejected automatically.

1.3 Both Approval Processes

The following applies to both the Passive and the Hard-Stop Approval Processes:

o The approval deadline is based on the ticketing deadline for airfare. See section 2.1 of this
document for more information.

o ItisrecommendeUd to communicate with your approving manager before and after booking
a trip, so they promptly take action to approve the trip before the ticketing deadline.

o Flights are on hold until the trip has been approved; meaning that the price may increase or
decrease once the approvalis received.

o Once a hotelreservation is submitted for approval, all hotel rules and cancellation penalties
apply. For example, if the hotel requires 48-hour notice and the stay begins fomorrow, the
card will be charged regardless of approval status.

o For hotel reservations using a virtual card, the card will deploy regardless if a trip has been
approved or rejected. The virtual card is deployed to hold the room. If the trip is rejected or
canceled in accordance with the hotel’s policy, the charges should be reversed.

o Approving managers can approve or reject fravel through email or by logging into Concur.
See section 3 of this document for more information.

o Travelers will receive an email indicating whether their trip was approved or rejected. Their trip
will also show as “Approved” within Concur. See section 4 of this document for more
information.
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2. Approval Deadline

2.1 Reminders During the Booking Process

If your agency participates in Concur’s pre-booking approval process, you will see two notes on the
“Finalize” page during the booking process.

A. Along the top of the “Finalize” page, you will see a note specifying when the airfare must be
ticketed. This is standard industry practice. The approval deadline of approximately 24 hours is
based on this deadline.

B. At the bottom of the page, there will be a note that your fravel needs to be approved due to
agency policy. This is a reminder that your approving manager must approve your travel
before it can be booked/ticketed. Ensure your approving manager is up-to-date before
finalizing the booking. See section 4.1 of this document for more information.

A

© Airfare must be ticketed by: 01/22/2026 6:59 PM EST.

Finalize

Trip Overview
April 13, 2026 - April 14, 2026

Trip Name * 16/50

Trip - San Diego

Description 0/250

Traveler

BETATESTER

d} Sacramento, CA (SMF) - San Diego, CA (SAN)
Monday, April 13, 2026 Confirmed W

Confirmation Number: BVBTIA

f San Diego, CA (SAN) - Sacramento, CA (SMF)
Tuesday, April 14, 2026 Confirmed W

Confirmation Number: BVBTIA

Travel Policy B

A travel rule applies to this trip:
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2.2 Trip Confirmed Page

When you have finished booking the travel, you will see a note that specifies who needs to approve
the travel as well as the deadline.

@ This trip requires approval before January 22, 2026 3:07 PM EST (approver name: John

Manager ). Otherwise, it may be automatically canceled and a penalty fee may apply.
The approver will be notified of any edits.

Trip Confirmed

An email confirmation will be sent to BETA TESTER

Back to Homepage View Trip Overview

2.3 Confirmation Email

Once you have completed the booking, you can find the approval deadline by checking the
confirmation email from Concur, as seen in the screenshot below.

Confirmation: Trip - [san Diego, 04/12/2026 - 04/13/2026

. Repl % Reply All |%Forward H '| -"|
Concur Travel <noreply@concursolutions.com: | © ‘ O Reply |  Resly J .ﬁ )
To @ @DGS Wed 1/21/2026 9:30 AM
@ If there are problems with how this message is displayed, click here to view it in a web browser,
Car_Rental.ics o Car_Rental.ics o Hotel_Booking.ics o Hotel_Booking.ics o Air_lourney.ics o Trip_-_5an_Diego.ics
2KB 2KE 2KE 2KE 2KE 6 KB

>

|CAUTION: This email originated from a NON-State email address. Do not click links or open attachments unless you are certain of the sender’s authenticity.

SAP Concur

Trip Confirmation

Trip Status:
Confirmed

Traveler:
BETA TESTER

Dates:
04/12/2026 - 04/13/2026

Record Locator:
FP1WEW

OThis trip requires approval before January 22, 2026 9:54 AM EST. Otherwise, it may
be automatically canceled and a penalty fee may apply. The approver will be notified
of any edits.
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2.4 Trip Library

You can also see the approval deadline within Concur.

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

Click “Travel,” “Trip Library.”

= E: : Concur
@ Home
Hello, BETA
b Travel ¥ I January 21, 2026
Travel Home
Plan a Trip
Arrangers ia] Find and book flights, hotels
rides for your business trip.
Trip Library
Tools
f£: Reporting b3
£ Booking for myself | Book for a gu
£% App Center
+ 8 =n 8

Locate the trip you want to check, then select “View Trip Details.”

Trip List Search Trip Name Q

Y AllFilters v Trips (1) v J Trip Status v 1T Sort by Earliest Trip Start Date v

Trip - San Diego
Monday, March 16, 2026 - Tuesday, March 17, 2026

Record Locator: FPGH2Y

Confirmed | (5 4

View Trip Details
Approval: Approved  Your trip has been approved (approver name: )

2.4.2 Trip History
Click "Trip History.”

@ Airfare must be ticketed by: 01/22/2026 6:59 PM EST.

@ VYour trip was approved on January 21, 2026 (approver name: John Manager). The assigned approver will be notified of any edits.

. .
Tri P Overview Send ltinerary ~ Back to Homepage ~ Change Trip  Cancel Trip
Trip Status  Record Locator ~ Trip Name Date

Confirmea|  FPGH2Y Trip - San Diego  March 16, 2026 - March 17, 2026

Itinerary Details Trip History

+ Sacramento, CA (SMF) - San Diego, CA (SAN)
Monday, March 16, 2026 Confirmed A~

Estimated Total Cost @ $352.38
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Once your approving manager approves the trip, you will see:
A. The approval date, time, and who approved it.
You can see a detailed history of the trip, including:

B. When the approval request was sent and to whom
C. Booking date(s), time(s), and who booked

Trip Overview

Trip Status Record Locator  Trip Name Date
Confirmed FPGH2Y Trip - San Diego  March 16, 2026 - March 17, 2026
ltinerary Details Trip History
January 21, 2026
Trip Approved | 4:23 PM EST

v Your trip was approved on January 21, 2026 [approver:_]ohr] Monogerl.

A

Confirmation Email Sent BETA TESTER | 4:21 PM EST

& Email sent to BETATESTER [@dgs.ca.gov.

Approval Email Sent BETA TESTER | 4:21 PM EST B
& Email was sent to approver: JOhh.MOnOgerdgs.ca.gov].

Trip Submitted for Approval BETA TESTER | 4:21 PM EST

T Trip requires approval by approver JOhn quoger by January 22, 2026, 2:21 PM EST.

Trip Confirmed BETA TESTER | 4:21 PM EST

Booking Created BETA TESTER | 4:21 PM EST
= Booked rental car: ENTERPRISE, SAN DIEGO

Confirmation: 68934184COUNT

Booking Created BETATESTER | 4:21 PM EST
4 Booked flight: WN, SMF - SAN

Confirmation: FPGH2Y
Payment: U.S. Banlg sees***
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3. Approving Manager

3.1 Reject Travel as an Approving Manager
Once the traveler has booked a trip, you will receive an email from Concur letting you know that

action is required. The email will show an overview of the trip. You can reject the trip by responding to
the email or logging intfo Concur.

IAction required (traveler name: BETA TESTEF I
« noreply@concursolutions.com I N

@ If there are problems with how this message is displayed, click here to view it in a web browser,

| CAUTION: This email originated from & NON-5tate email address. Do not click links or open attachments unless you are certain of the sender’s authenticity.

SAP Concur

Action Required

Trip requires your attention by January 22, 2026 3:07 PM EST. Otherwise, it may be
automatically canceled and a penalty fee may apply. View approval for details.
Atravel rule applies to this trip:

& Require Approval
Alltrips

3.1.1 Reject Via Email
To reject the trip via email, simply click “Reject” within the body of the email.

Action required (traveler name: BETA TESTEF

. A
noreply@concursolutions.com ‘@E
To @ @DGS

@ If there are problems with how this message is displayed, click here to view it in a web browser,

‘ CAUTION: This email originated from a NON-State email address. Do not click links or open attachments unless you are certain of the sender’s authenticity.

SAP Concur

Action Required

Trip requires your attention by January 22, 2026 3:07 PM EST. Otherwise, it may be
automatically canceled and a penalty fee may apply. View approval for details.
Atravel rule applies to this trip:

& Require Approval
All trips,

Approve View Approval

Trip Overview
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Upon clicking “Reject,” a new email will open. Do not edit anything in the email. Click "Send” to finish
rejecting the trip via email.

| From ~ | @dgs.ca.gov
To | TravelWizardApprovalsUS2@concursolutions.com
Ce |

Subject Re: Action required for traveler BETA TESTER

Reject
Please do not edit this email body. The rejection of this trip will be sent automatically.

:token:NTewZDZkYmYtMmMSNSO00MWlaae1d233-0754-4161-b7fe-75418a7ab5f6:c233810e-e764-4edf-8b00-803fb28b1e9d:f44340d9-c127-4a42-bb28-b5241f43c0e1:

3.1.2 Reject Via Concur
Log into Concur. See ‘How to Log into Concur’ for more information.

Once you've logged into Concur, you will see a notification under “Approvals.” Click “See All" to
load the approvals page.

= EI7 concur 2 o
@
Helo, I
[k January 21, 2026
&>
Company Notes

&>
i 0 Cl AZUMANO
- BUSINESS TRAVEL

& Booking for myself | Book for a guest T SHNECE WAYION G aWTAY
.
¢ 4+ 8 m 8 Welcome to Concur, Managed by CI Azumano Travel

For travel questions, please email Read More
statewidetravelprogram@dgs.ca.gov

Is your driver's license REAL ID compliant? A new form
of identification ired for air travel within the
o Approvals (1) See All
formation o
Flight Search = Never
One Way Mult City Trip - San Diego
April 13, 2026

From” @

Departure city, aitport or train station

TorQ

Armival city, airport or trai

On the “Approvals” page, you will see all travel that needs approval. Click the trip name to view
information about the frip.

Approvals |

Trips Awaiting Approval

Name Trip Name Locator Booked Travel Dates

BETA TESTER FRPGQOD4 012172026 041372026 - 041412026
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A pop-up will appear. Review the information. Click “Reject.”

Trip Requiring Approval

Action Required

Trip requires your attention by January 22, 2026, 3:07 PM EST.
Otherwise, it may be automatically canceled and a penalty fee may Reject
apply. Please review rules and restrictions for details.

Itinerary Details

Trip Details

Another pop-up will appear asking for the rejection reason. This is helpful for auditing purposes.
The traveler will be able to see this information when they receive a notification that their trip has
been rejected.

Once you've entered the information on why the trip is being rejected, click “Reject” to finalize
the rejection. If you don’t want to reject the trip, click “Cancel.”

Trip Rejection

: « *
Rejection Reason

BETE=M ) Cancel

Close the pop-up.

The “Approvals” page will reload and the trip you just rejected will be gone. This means you have
successfully rejected and canceled the trip.

Approvals

Trips Awaiting Approval

You have no trips to approve.
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3.2 Approve Travel as an Approving Manager

Once the fraveler has booked a trip, you will receive an email from Concur letting you know that
action is required. The email will show an overview of the trip. You can approve the trip by
responding to the email or logging into Concur.

Action required (traveler name: BETA TESTEF

" R
ol noreply@concursolutions.com I ‘@Z
[}

@ If there are problems with how this message is displayed, click here to view it in a web browser.

|CAUTION: This email originated from a NON-State email address. Do not click links or open attachments unless you are certain of the sender’s authenticity.

SAP Concur

Action Required

Trip requires your attention by January 22, 2026 3:07 PM EST. Otherwise, it may be
automatically canceled and a penalty fee may apply. View approval for details.
Atravel rule applies to this trip:

& Require Approval
All trips

View Approval

3.2.1 Approve Via Email
To approve the trip via email, simply click “Approve.”

Action required (traveler name: BETA TESTEF

- F
@ noreply@concursolutions.com |§|E

To @ @DGs

@ If there are problems with how this message is displayed, click here to view it in a web browser,

‘ CAUTION: This email originated from a NON-5tate email address. Do not click links or open attachments unless you are certain of the sender’s authenticity.

SAP Concur

Action Required

Trip requires your attention by January 22, 2026 3:07 PM EST. Otherwise, it may be
automatically canceled and a penalty fee may apply. View approval for details.

Atravel rule applies to this trip:

& Require Approval

All trips.

Trip Overview
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Upon clicking “Approve,” a new email will open . Do not edit anything in the email. Click “Send.”

B‘ From | @dgs.ca.gov
Send To | TravelWizardApprovalsUS2@ concursolutions.com
Cc |
Subject Re: Action required for traveler: BETA TESTER
Approve

Please do not edit this email body. The approval of this trip will be sent automatically.

‘token:Y{MAMThjOGYtMmITMCO00Y2Raae1d233-0754-4161-b7fe-75418a7ab56:c233810e-e764-4e4i-8b00-803fb28b1e9d:f44340d9-c127-4a42-bb28-b5241143c0e1:

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

Once you've logged into Concur, you will see a notification under “Approvals.” Click “See All" to
load the approvals page.

= EI7 Concur 0 e
®
Helo, I
[k January 21, 2026
&>
Company Notes

&>
0 Cl AZUMANO
H us L

& Booking for myself | Book for a guest ? '(Jrsf{('ﬁn !:Z?\' rs\imr (R'vﬁui \/;?Efv
o
@ 4+ B = A Welcome to Concur, Managed by CI Azumano Travel

For travel questions, piease email Read More

statewidetravelprogram@dgs.ca.gov

ur criver's icense or
dentication wil be required f in he
USS. starting May 7, 2025. Approvals (1) See All

Click here for more information on REAL ID.

Flight Search @ Never
- San Diego

April 13, 2026
From* @

Departure city, airport or train station

T0*e

Arival city, airport

Show More

On the "Approvals” page, you will see all travel that needs approval. Click the trip name to see
information about the frip.

Approvals

Trips Awaiting Approval

MName Trip Name Locator Booked Travel Dates

BETA TESTER FPGQD4 0112112026 04/13/2026 - 04/14/2026
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A pop-up will appear. Review the information. Click “Approve.”

Trip Requiring Approval

Action Required
Trip requires your attention by January 22, 2026, 3:07 PM EST.

Otherwise, it may be automatically canceled and a penalty fee may Reject
apply. Please review rules and restrictions for details.

Itinerary Details

Trin Dataile

Close the pop-up.

The “Approvals” page will reload and the trip you just accepted will be gone. This means you have
successfully accepted and confirmed the trip.

Approvals

Trips Awaiting Approval

You have no trips to approve.

3.3 Travel Vacation Reassignment

If you are out of office for more than one day, it is a best practice to turn on “Travel Vacation
Reassignment” so your travel requests go to your back-up approving manager.

If you are out of office and did not assign a back-up approving manager, the traveler will need to
reach out to the agency Travel Coordinator(s) to assign the trip to another approving manager. Cl
Azumano and the Statewide Travel Program do not have the ability to approve fravel on behalf of
an agency.

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

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

a o) A
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Click “Settings” to edit or view your profile.

2 o (8)

A

BETA TESTER

61 Settings

&3 Act as Another User

& Travel Policy

i Legal Information

[] Service Status (US2)

() About

( sign Out

Click “Travel Vacation Reassignment.”

s
e

ETY Concur

Home

Travel

App Center

Your Information

Personal Information

> Company Information
Contact Information
Email Addresses
Sponsored Guest Users
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Other Settings

System Settings
Concur Connect

Travel Vacation Reassignment

Profile Options

Select one of the following to customize your

Personal Information

Your home address and emergency contact in

Company Information

‘Your company name and business address or

Credit Card Information
You can store your credit card information her
time you purchase an itemn or service.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-relg]

Change Password
Change your password.
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Type the name of the approving manager who will review travel requests while you are gone.
Choose the approving manager from the drop-down menu.

Note: The individual must have a Concur account to appear in the drop-down menu.

Travel Vacation Reassignment

Choose a person in your company who will handle travel approvals assigned to you in your absence. When you return from vacation, remember to come back here and clear out the backup manager so that you receive approvals as normal
again.

Note 1: If your designated backup manager goes on vacation while you are also on vacation, then all travel approvals that are assigned to you will be redirected to your company's travel administrator.

WWHNIL Gueveipleaselbandiaithoselheiorhyoulleavey

Never, Concur

Never, Concur
Concur Administrator
Dept of General Services
@xdgs.ca.gov
(User Name)
@concur.com (Email)

Never, Concur Admin

Concur Administrator
Dept of General Services
@dgs.ca.gov.1
(User Name)
@concur.com (Email)

Click “Subbmit.”

Travel Vacation Reassignment

Choose a person in your company who will handle travel approvals assigned to
again.

Note 1: If your designated backup manager goes on vacation while you are alsg

Mote 2: This will not reassign any items currently in your approval queue; pleas

Mewver, William

A pop-up will appear to confirm you want to assign this person as a back-up approving manager.
Click "OK."”

us2.concursolutions.com says

You have designated a backup manager. All travel approvals ordinarily
assigned to you will be routed through this manager until you come to
this page and clear the backup manager. Do you wish to proceed?
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You will know you were successful because the page will reload with a green box that says, 'Profile

Saved.'

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Sponsored Guest Users
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
AssistantsiArrangers

Other Settings

System Settings

Coneur Connect

Change Password

Travel Vacation Reassignment
pC, Mobila &

Profile Options

Select one of the following to customize your user profile.

Personal Information

Your home address and emergency contact infarmation.

Company Information

Your company name and business address or your remote location address.

Credit Card Information

You can store your credit card information here so you don't have to re-enter it each time you
purchase an item or service.

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-related preferences.

Change Password
Change your password.

System Settings

Which time zone are you in? Do you prefer to use a 12 or 24-hour clock? When does your workday
start/end?

Contact Information

How can we contact you about your travel arrangements?

Setup Travel Assistants

You can allow other people within your companies to book trips and enter expenses for you.
Travel Vacation Reassignment

Going to be out of the office? Configure your backup travel manager.

SAP Concur Mobile App

Set up access to Concur on your mobile device

=]

3.4 Remove a Back-up Approving Manager

Once you have returned to work, you need to remove the back-up approving manager.

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

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

a o | A

Click “Settings” to edit or view your profile.

m@)

a

BETA TESTER

| 82 Settings

€ Act as Another User

& Travel Policy
i Legal Information
B Service Status (US2)

(D) About

-

() sign Out
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Click "Travel Vacation Reassignment.”

E- ¥ Concur

@ Home Your Information Profile options
Personal Information
b Travel b Company Information Select one of the following to customize your user profile.

Contact Information .
Personal Information

Email Addresses

£% App Center Your home address and emergency contact information.
Sponsored Guest Users
Emergency Contact Company Information
Credit Cards Your company name and business address or your remote lo
Travel seuings Credit Card Information

You can store your credit card information here so you don't h

Travel Preferences R B K
time you purchase an item or service.

International Travel

Frequent-Traveler Programs Travel Profile Options
Assistants/Arrangers Carrier, Hotel, Rental Car and other travel-related preferenceq
Other Settings Change Password

Change your password.
System Settings ESURITTE

Concur Connect

You will see the back-up approving manager's name in the box.

Travel Vacation Reassignment

Choose a person in your company who will handle travel approvals assigned to you i
again.

Note 1: If your designated backup manager goes on vacation while you are also on |

Note 2: This will not reassign any items currently in your approval queue; please har
o

Click 'None.' The back-up approving manager's name will disappear.

Travel Vacation Reassignment Travel Vacation Reassignment

Choose a person in your company who will handle travel approvals assigned to you | Choose a person in your company who will handle travel approvals assigned to y)|
again. again.

Note 1: If your designated backup manager goes on vacation while you are also on Note 1: If your designated backup manager goes on vacation while you are also ¢

Note 2: This will not reassign any items currently in your approval gueue; please har]

Note 2: This will not reassign any items currently in your approval queue; please

William MNever

Click *Subbmit.”

Travel Vacation Reassighment

Choose a person in your company who will handle travel approvals assigned to y
again.

Note 1: If your designated backup manager goes on vacation while you are also

Note 2: This will not reassign any items currently in your approval queue; please
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CONCUR PRE-TRIP APPROVAL GUIDE

A pop-up will appear to let you know that any travel arrangements made while the backup
approving manager was overseeing travel approvals will need to be approved by that person. Click
HOK.H

us2.concursolutions.com says

You are clearing your backup manager and will now receive all travel
approvals assigned to you. However any approvals assigned to the
backup manager during your absence will NOT be reassigned back to

you. Contact your travel administrator if you have questions.

You will know you were successful because the page will reload with a green box that says, “Profile
Saved.”

Your Information
Personal Information
Company Information
Contact Information
Email Addresses
Sponsored Guest Users
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Other Settings
System Settings
Concur Connect
Change Password
Travel Vacation Reassignment
B Concir Mobiian

Profile Options

Select one of the following to customize your user profile.
Personal Information

Your home address and emergency contact information.

Company Information

Your company name and business address or your remote location address.

Credit Card Information

You can store your credit card information here so you don't have to re-enter it each time you
purchase an item or service.

Travel Profile Options

Carrier, Hotel, Rental Car and other travel-related preferences.

Change Password
Change your password.

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-hour clock? When does your workday
start/end?

Contact Information

How can we contact you about your travel arrangements?

Setup Travel Assistants

You can allow other people within your companies to book trips and enter expenses for you.
Travel Vacation Reassignment

Going to be out of the office? Configure your backup travel manager.

SAP Concur Mobile App
Set up access to Concur on your mobile device

Profile Sa
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CONCUR PRE-TRIP APPROVAL GUIDE

4. What to do if...

4.1 Your Approving Manager is Not Accurate in Concur

If your agency participates in pre-trip approvals in Concur, your approving manager must approve a
trip before it can be confirmed. It is important that your approving manager is listed accurately in
Concur, or your fravel could be canceled.

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

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

Click “Settings” to edit or view your profile.

Click “Company Information.”

a o a

() About

BETA TESTER
@ Act as Another User

5" Travel Policy

i Legal Information

[Z] Service Status (US2)

@ sign Out

= EI7 concur
(@ Home
) Travel

2% App Center

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Sponsored Guest Users
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Other Settings

System Settings

Concur Connect

Change Password

Travel Vacation Reassignment
SAP Concur Mobile App

Profile Options

Select one of the following to customize your user profile.

Personal Information

Your home address and emergency contact information.
Company Information
Your company name and business address or your remote location address.

Credit Card Information

You can store your credit card information here so you don't have to re-enter it each

time you purchase an item or service.

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Change Password
Change your password.
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Find "Company Information.” Check the *“Manager” box to see who has been assigned as an
approving manager for your account.

Company Information

Employee 1D

Manager |rg. Unit/Division Employee Position/Title

Fiscal Reporting Structure [Required]

If the information is accurate, continue to book travel as normal.

To add or edit your approving manager in Concur, please reach out to your agency Travel
Coordinator(s). You will not be able to change your approving manager in Concur.

4.2 Your Trip Has Been Rejected

If you have submitted a trip and your manager has rejected it, you will receive an email from Concur
notifying you of the cancellation. The email will include the trip name, rejection date, who rejected it,
and reason for rejection.

Trip Rejected 1 Action Required. Trip - San Diego

noreply@concursolutions.com
TO N =g

@ If there are problems with how this message is displayed, click here to view it in a web browser.,

(@]

|CAUTION: This email originated from a NON-5tate email address. Do not click links or open attachments unless you are certain of the sender’s authenticity.

SAP Concur

OTrip Rejected - Action Required

Your trip was rejected on January 21, 2026 (approver: John Manager I. Please view
the latest trip status. You may be able to manually cancel your trip in case it doesn't get
auto-canceled.

Rejection Reason: training

View Trip
Status
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You can review the trip in Concur. Once you've logged into Concur, click “Travel,” “Trip Library.’

= E- ¥ Concur

21, 2026

Travel

It: > Travel Home

Plan a Trip
$ Arrangers Find and book flights, hot,

rides for your business trij
Trip Library |
-ﬁa 5

i .

- 00

Within your “Trip Library,” you can see all frips you have booked. Click “All Filters,” then select
“Canceled” to see canceled and rejected ftrips.

Trip List

YW All Filters v [Trips v ] [Trip Status (1) v ]

| Al Filters

Trips

Past Trips

Upcoming Trips

Trip Status

+* Canceled

Confirmed

Incomplete

On Hold

Ready
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Find the trip you would like to review. Click "View Trip Details.”

Trip - San Diego
Tuesday, April 21, 2026 - Thursday, April 23, 2026
I ‘ Record Locator: FPGYPS

@ L=} View Trip Details I

Review the information. Click “Trip History” to see who rejected the fravel and any notes they added.

Trip Overview

Trip Status ~ Record Locator  Trip Name Date
FPGYP6 Trip - San Diego  April 21, 2026 - April 23, 2026
ltinerary Details | Trip History |

January 21, 2026

Booking Canceled BETATESTER | 6:04 PM EST

Q canceled hotel: SUPER 8 BY WYNDHAM SAN DIEGO HOTEL, SAN DIEGO

Cancellation: 87S08EEQ99796X

Sent to Agency for Cancellation BETA TESTER | 6:04 PM EST
Q Booking canceled.

Trip Canceled BETA TESTER | 6:04 PM EST

Trip Rejected | 6:04 PM EST
X Your trip was rejected on January 21, 2026 [approver: JOhn Manager .

Rejection Reason
training

Note: If your approving manager is out of office and did not assign a backup approving manager to
approve travel while they're out, you will need to reach out to your agency Travel Coordinator(s) to
assign the trip to another approving manager.

Cl Azumano and the Statewide Travel Program do not have the ability to approve fravel.
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CONCUR PRE-TRIP APPROVAL GUIDE

4.3 Your Trip Has Been Approved

If your manager approves a submitted trip, you will receive an email notification from Concur. The
email will include the trip name, approval date, approving manager’s name, and any comments
added.

Trip Approved. Trip - San Diego

@ noreply@concursolutions.com ( ®

@ If there are problems with how this message is displayed, click here to view it in a web browser,

CAUTION: This email originated from a NON-State email address. Do not click links or open attachments unless you are certain of the sender’s authenticity.

SAP Concur

Trip Approved

Your trip was approved on January 21, 2026 (approver name: John Manager

Atravelrule applies to this trip:

N Require Approval
All trips

You can also review the frip in Concur. Once you've logged into Concur, click “Travel,” “Trip Library.’

= X7 Concur

' 22, 2026

Travel Home

Plan a Trip
Find and book flightg
rides for your busine|

Arrangers

£

Trip Library
?

c_ﬂ

Concu

When the “Trip List” page loads, you can see all trips you have booked.

Tri P List Search Trip Name Q

Y All Filters v Trips (1) v J1 Sort by Earliest Trip Start Date v

Trip - Sacramento

/ Thursday, April 23, 2026 - Friday, April 24, 2026
Record Locator: FROD47

reccy B

Approval: Appraved Your trip has been approved (approver name: JONN MaNager

C .

View Trip Details
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You will receive two additional emails from Concur. The first will be the trip itinerary and the second
will be confirmation of a purchased trip. No further action is needed for the approved and confirmed

trip.

Concur Itinerary 05/22/2025: HOTEL RESERVATION AT SACRAMENTO, CA, USA 9TGBLP I

Concur Travel <TravelWizard@concurs

ctures in this message.

CAUTION: This emall originated from a NON-State emal address. Do not click links or open attachments unless you are certaln of the sender’s authent|

o]

Trip Hame: Hotel Reservation st SACRAMENTO, CA, USA

7
ih
QE-

Ilrip approval confirmation (traveler name: : William Never) I

Concur Travel <TravelWizardApprovals@concursolutions.com=
To © BDGSs

i) Wthere are problems with how this message i displayed, ook here te vigw It web

Start your reply sl with Here is the reservation. || Yoy | D)

| CAUTION: This amall eriginated from 3 NON-State emad address. Do not dick links or open attachmants unless you are certain of th

Trip “Holal Reservation at SACRAMENTO, CA, USA”™ was successfully approved

See trip history log below:

Reques! Created on Tuesday. December 10, 2024 at 0440 PM Eastem lime by William Never

Hotel segment Motel § Sacramento Downtown added on Tuesday, December 10, 2024 at 04:40 PM Eastern time.
Mo rules were broken

The ltinerary has still bean reserved. The travel approver must approve the trip, or the travaler must withdraw the trip requdq

Emall has been senl (@ dgs. ca gy

4.4 You Don't Know the Status of Your Trip

When the “Trip List” page loads, you can see all trips you have booked. Under the trip name and

record locator, you can see the trip status.

Trip List

Y All Filters [Trl'ps (1) ~ ] [ Trip Status w ]

1

Trip - Sacramento
Thursday, April 23, 2026 - Friday, April 24, 2026

Record Locator: FROD4T

Approval: Approved | Your trip has been approved (approver name:
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CONCUR PRE-TRIP APPROVAL GUIDE

The status will tell you if the frip is:

o Canceled: All fravel segments have been canceled by the fraveler or approving manager.

Trip - Los Angeles
/ Tuesday, January 13, 2026 - Tuesday|
Record Locator: FLPT3L

! "
=D)e

o Confirmed: All fravel segments have been booked, but not ficketed due to pending manager
approval.

Trip - Sacramento

/ Thursday, April 23, 2026 - Friday,
Record Locator: FROD47

! m I

M. Confirmed Jlo

Approval: Pending Awaiting app

o Incomplete: All tfravel segments have not been completed. Click “View Trip Details” to
complete the booking.

Trip - Los Angeles
/ Monday, May 11, 2026 - Tuesday,
Record Locator: FROPOW

=~ aa Incomplete | 51

Workflow for this trip is not yet co

Trip - Sacramento

/ Thursday, April 23, 2026 - Friday, Apcl 24, 2026
Paecond Locator: FRSO4T

-

o Ready: All fravel segments have been booked and ticketed.

Trip - Sacramento
/ Thursday, April 23, 2026 - Friday,
. Record Locator: FROD47
! "
CD)-

Approval: Approved  Your trip ha
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Under the status of the trip, you will see the approval status.

Trip - Sacramento Trip - Sacramento
/ Thursday, April 23, 2026 - Friday, / Thursday, April 23, 2026 - Friday,
R Record Locator: FROD47 I Record Locator: FROD4T
' o ' ™
hE Confirmed o - Ready NT=1
Approval: Pending JAwaiting app Approval: Approved Your trip ha

For any trip, click “View Trip Details” to see detailed information.

Tri P List Search Trip Name Q

Y All Filters v Trips (1) v 1T Sort by Earliest Trip Start Date v

Trip - Sacramento

/ Thursday, April 23, 2026 - Friday, April 24, 2026
Record Locator: FROD47

e B8

Approval: Approved  Your trip has been approved (spprover name: JONN Manager View Trip Detals

r\‘ [
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5. Additional Resources

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

5.1 Cl Azumano

Email; CalTravel@ciozumano.com

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

o ClAzumano Travel Tools and Resources
o ClAzumano Webpage
o Concur Login Page

5.2 Statewide Travel Program

Email: StatewideTravelProgram@dgs.ca.gov

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

How to Assist or Arrange a Trip
How to Book a Rental Car

How to Book a Train

How to Book Air

How to Book Lodging

How to Log infto Concur

How to Set up a Profile in Concur

O O O 0O O O O
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