
 

   

 
 

MAR 
2026 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

Concur Pre-Trip 
Approval Guide 
Statewide Travel Program 



 

Page 2 of 27 
 

CONCUR PRE-TRIP APPROVAL GUIDE 

Table of Contents 
Table of Contents ............................................................................................................................................ 2 

1. General Information .................................................................................................................................... 3 

1.1 Passive Approval .................................................................................................................................... 3 

1.2 Hard-Stop Approval ............................................................................................................................... 3 

1.3 Both Approval Processes ....................................................................................................................... 3 

2. Approval Deadline ...................................................................................................................................... 4 

2.1 Reminders During the Booking Process ................................................................................................ 4 

2.2 Trip Confirmed Page .............................................................................................................................. 5 

2.3 Confirmation Email ................................................................................................................................ 5 

2.4 Trip Library ............................................................................................................................................... 6 

2.4.1 Find the Trip ...................................................................................................................................... 6 

2.4.2 Trip History ......................................................................................................................................... 6 

3. Approving Manager ................................................................................................................................... 8 

3.1 Reject Travel as an Approving Manager ............................................................................................. 8 

3.1.1 Reject Via Email ............................................................................................................................... 8 

3.1.2 Reject Via Concur ........................................................................................................................... 9 

3.2 Approve Travel as an Approving Manager ....................................................................................... 11 

3.2.1 Approve Via Email ......................................................................................................................... 11 

3.2.2 Accept Via Concur ....................................................................................................................... 12 

3.3 Travel Vacation Reassignment ........................................................................................................... 13 

3.4 Remove a Back-up Approving Manager .......................................................................................... 16 

4. What to do if… ........................................................................................................................................... 19 

4.1 Your Approving Manager is Not Accurate in Concur ...................................................................... 19 

4.2 Your Trip Has Been Rejected ............................................................................................................... 20 

4.3 Your Trip Has Been Approved ............................................................................................................. 23 

4.4 You Don’t Know the Status of Your Trip .............................................................................................. 24 

5. Additional Resources ................................................................................................................................ 27 

5.1 CI Azumano.......................................................................................................................................... 27 

5.2 Statewide Travel Program ................................................................................................................... 27 

 

 



 

Page 3 of 27 
 

CONCUR PRE-TRIP APPROVAL GUIDE 

1. General Information 
Each agency has set up their own travel approval process. If you are a traveler 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 trip to occur. If the approving manager takes no action, 
the trip will be approved automatically.  

 

1.2 Hard-Stop Approval  
When a traveler 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 It is recommendeUd 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 approval is received.  

o Once a hotel reservation is submitted for approval, all hotel rules and cancellation penalties 
apply. For example, if the hotel requires 48-hour notice and the stay begins tomorrow, 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 travel 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 travel 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 

B 
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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.  

 

 

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.  

 

John 
Manager 
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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.”    

 

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

 

2.4.2 Trip History 
Click “Trip History.” 

 

John Manager 
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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 

 

C 

B 

A John Manager 

John Manager 

John.Manager 
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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 into Concur.  

 

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

 

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.  

 

On the “Approvals” page, you will see all travel that needs approval. Click the trip name to view 
information about the trip.  
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A pop-up will appear. Review the information. Click “Reject.” 

 

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.” 

 

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.  
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3.2 Approve 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 approve the trip by 
responding to the email or logging into Concur.  

 

3.2.1 Approve Via Email 
To approve the trip via email, simply click “Approve.” 
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Upon clicking “Approve,” a new email will open . Do not edit anything in the email. Click “Send.”  

 

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.  

 

On the “Approvals” page, you will see all travel that needs approval. Click the trip name to see 
information about the trip.  
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A pop-up will appear. Review the information. Click “Approve.” 

 

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.  

 

 

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. CI 
Azumano and the Statewide Travel Program do not have the ability to approve travel on behalf of 
an agency. 

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.  
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Click “Settings” to edit or view your profile.  

  

Click “Travel Vacation Reassignment.” 
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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.  

 

 

Click “Submit.” 

 

A pop-up will appear to confirm you want to assign this person as a back-up approving manager. 
Click “OK.” 
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You will know you were successful because the page will reload with a green box that says, 'Profile 
Saved.' 

 

 

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.  

 

Click “Settings” to edit or view your profile.  
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Click “Travel Vacation Reassignment.” 

 

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

 

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

          

Click “Submit.” 
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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 
“OK.” 

 

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

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.  

 

Click “Settings” to edit or view your profile.  

  

Click “Company Information.” 
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Find “Company Information.” Check the “Manager” box to see who has been assigned as an 
approving manager for your account.  

 

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.  

 

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

 

Within your “Trip Library,” you can see all trips you have booked. Click “All Filters,” then select 
“Canceled” to see canceled and rejected trips.  
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Find the trip you would like to review. Click “View Trip Details.” 

 

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

 

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.  

CI Azumano and the Statewide Travel Program do not have the ability to approve travel. 

John Manager 
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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. 

 

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

 

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

 
John Manager 

John Manager 
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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.  

  

 

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.  
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The status will tell you if the trip is:  

o Canceled: All travel segments have been canceled by the traveler or approving manager.  

 

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

 

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

 

o Ready: All travel segments have been booked and ticketed. 
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Under the status of the trip, you will see the approval status.  

 

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

 
John Manager 



 

Page 27 of 27 
 

CONCUR PRE-TRIP APPROVAL GUIDE 

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

5.1 CI Azumano 
Email: CalTravel@ciazumano.com 

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

o CI Azumano Travel Tools and Resources 
o CI Azumano 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: 

o How to Assist or Arrange a Trip 
o How to Book a Rental Car  
o How to Book a Train 
o How to Book Air 
o How to Book Lodging 
o How to Log into Concur  
o How to Set up a Profile in Concur  

 

mailto:CalTravel@ciazumano.com
https://caltravel.ciazumano.com/travelresources
https://caltravel.ciazumano.com/
https://www.concursolutions.com/
mailto:StatewideTravelProgram@dgs.ca.gov
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
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