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1. General Information  
To avoid excess booking fees, book all components of travel within the same itinerary.   

All multi-component travel is booked in the same order - air or train, car rental, hotel. If you haven't 
already booked air or train, you will need to create a new trip itinerary instead of adding air or train 
to the trip. See the Traininga Resource page for additional videos and/or guides such as ‘How to 
Book Air,’ ‘How to Book Train,’ ‘How to Book a Car Rental,’ and ‘How to Book Lodging.’ 

  

https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
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2. Policy Compliance 
This section applies to executive branch state agencies only.  

o Travel should be conducted in the most cost-efficient manner in the best interest of the state.  
o Make all travel reservations through the Statewide Travel Program. 

See the following for more information:  

o SAM 4117 Guide 
o State Administrative Manual (SAM) 700 (State Business Travel) 
o State Administrative Manual (SAM) 4117 (Statewide Travel Program) 
o State Administrative Manual (SAM) 4117.1 (Airlines) 
o State Administrative Manual (SAM) 4117.2 (Rental Cars) 
o State Administrative Manual (SAM) 4117.3 (Lodging) 
o State Administrative Manual (SAM) 4117.4 (Travel Agencies) 
o State Administrative Manual (SAM) 4117.5 (Travel Payment Services and Virtual Payments) 
o State Travel Policy Resources 

Non-compliant choices may be audited. 

https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Forms/Training/SAM-4117-Guide.pdf
https://www.dgs.ca.gov/Resources/SAM/TOC/700/0700
https://www.dgs.ca.gov/Resources/SAM/TOC/4100/4117
https://www.dgs.ca.gov/Resources/SAM/TOC/4100/4117-1
https://www.dgs.ca.gov/Resources/SAM/TOC/4100/4117-2
https://www.dgs.ca.gov/Resources/SAM/TOC/4100/4117-3
https://www.dgs.ca.gov/Resources/SAM/TOC/4100/4117-4
https://www.dgs.ca.gov/Resources/SAM/TOC/4100/4117-5
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/State-Travel-Policy?search=policy%20violation%20codes
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3. Booking Instructions  
3.1 Find the Trip  
Log into Concur. See the video and/or guide ‘How to Log Into Concur’ for more information.   

Click “Travel,” “Trip Library.”   

 

Find the trip you would like to add a segment to. Click “View Trip Details.”  

 

Once the “Trip Overview” page has loaded, look for the “Would you like to book anyuthing else?” 
section.  
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Click “Add Hotel” and/or “Add Rental Car.” Continue to section 3.2 for additional information on 
adding a hotel and section 3.3 for additional information on adding a rental car.  

 

 

Important: regardless of what you initially booked, you will only be able to add a rental car and/or 
hotel. To book additional flights and/or train fare, a new booking is required. See the videos and/or 
guides ‘How to Book Air’ and/or ‘How to Book a Train’ for more information.  

 

3.2 Add a Hotel to an Existing Trip  
3.2.1 Search Parameters 
A pop-up will appear. The information will automatically match the booked travel. You may change 
any of the search parameters, but please note that changing the destination and/or dates will not 
change the destination and/or dates for the other segments of travel. 

Use the drop-down menu to choose the trip segment to which you’d like to add a hotel.  

 

If you would like to change the destination for the hotel, click the search box and type the new 
location.  
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If you would like to change the dates, use the calendar to choose a new date range. You can also 
type the new dates desired.  

 

Once the search parameters are accurate, click “Search.” 

 

3.2.2 Select a Hotel 
The hotel search page will load. Review the options and select the one that best meets the travel 
requirements and agency policies. 

To benefit from negotiated rates and amenities, state travelers should choose "Preferred" or "Most 
Preferred" hotels above all others. See the Lodging Resources page for more information. 

 

https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Lodging
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Once you have reviewed the options and are ready to book, click “View Rooms.” A new page will 
load with more information on the hotel as well as the room options.  

 

When booking a Preferred or Most Preferred hotel, travelers should choose the “State of CA 
Negotiated Rate.” This will ensure that the traveler will benefit from negotiated rates and amenities. 

Review the cancellation policy before booking. Travelers are required to abide by the hotel’s 
cancellation policies. Click “Select” to book a room.  

 

3.2.3 Hotel Review and Book Page 
You are now on the “Review and Book” page for the hotel.  
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Review the hotel information.  

 

Review the traveler’s information. You may be turned away if the name on your identification does 
not match your reservation. 

A. Verify the traveler's name is accurate and matches the photo identification the traveler will 
provide upon traveling.  

B. Verify the phone number, email, and frequent traveler account are correct, if applicable.  

 

Add any requests you may have for the room, such as extra pillows. 

 

On the right side of the page, you will see the estimated cost information.  

 

A 

B 

B 
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If your agency participates in the Virtual Card Program, a note will appear under “Form of Payment” 
to show the virtual card will be used to pay. See the Virtual Payment Resources page for more 
information. 

 

If your agency does not participate in the Virtual Card Program, the traveler will need to add a 
personal credit card to their profile in Concur and seek reimbursement after the trip. Reach out to 
your agency Travel Coordinator(s) for internal reimbursement processes.  

Use the drop-down menu to select the correct personal card.  

 

Click “Rules and Restrictions” to review the hotel’s policies. If you agree, click “I have read and 
accept…” 

 

https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Virtual-Payment-and-Virtual-Card-Number
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If the information is correct, click “Book and Continue.”  

 

 

You have not finished booking the trip! 

 

3.2.4 Finalize Page 
The “Finalize” page will load. The information that was input during the initial booking will appear, as 
well as the newly booked segment. Review the information.  

 

You can add additional rental cars or hotels to the trip on this page. Look for the car and bed icons 
under the estimated cost information. See the videos and/or guides ‘How to Book Lodging’ and/or 
‘How to Book a Rental Car’ for more information. 
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If all is correct, click “Finalize Trip.”  

 

 

You have not finished booking the trip! 

 

3.2.5 Trip Confirmed Page 
Please note that your travel is not booked until you have reached this page!  

This page notifies you the trip has been booked. To see the trip information, click “View Trip 
Overview.” Click “Back to Homepage” to return to Concur’s homepage.  
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Note: Your travel manager may have to approve the trip. If your agency has automated approvals 
turned on, please see the videos and/or guides ‘Passive and Hard Stop Approval Information,’ ‘Travel 
Approval,’ ‘Concur Pre-Trip Approval Guide,’ and/or ‘What to Do if Your Travel Has Been Rejected or 
Approved’ for more information.  

 

 

3.3 Add a Car Rental to an Existing Trip  
3.3.1 Search Parameters 
A pop-up will appear. The information will automatically match the booked travel. You may change 
any of the search parameters, but please note that changing the pick-up and drop-off locations, 
dates, and/or times will not change the locations, dates or times for the other segments of travel. 

Use the drop-down menu to choose the trip segment to which you'd like to add a car rental.  

 



 

Page 14 of 22 
 

HOW TO ADD TO AN EXISTING ITINERARY 

If you would like to change the pickup or drop-off locations for the rental car, click the search 
box(es) and type the new location(s).  

 

If you would like to change the dates, use the calendar to choose a new date range. You can also 
type the new dates desired in the date section.  
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If you would like to change the pickup and drop-off times, click the search bars and type the new 
times.  

 

Once the search parameters are accurate, click “Search.” 
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3.3.2 Select a Rental Car  
The car rental search page will load. Review the options and select the one that best meets the 
travel requirements and agency policies. 

 

Once you have reviewed the options and are ready to book, click “Select.” 

 

 

Important: Enterprise is the state's most preferred vendor, and National can be used anywhere 
Enterprise is not available. For state executive branch agencies only: If you choose a vendor other 
than Enterprise or National, you are subject to an audit. Please see SAM section 4117.2 for more 
information.   

 

3.3.3 Rental Car Review and Book Page 
The “Review and Book” page will load.   

 

https://www.dgs.ca.gov/Resources/SAM/TOC/4100/4117-2
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Review the rental car information.  

 

Review the traveler’s information. You may be turned away if the name on your identification does 
not match your reservation. 

A. Verify the traveler's name is accurate and matches the photo identification the traveler will 
provide upon traveling.  

B. Verify the phone number, email, and frequent traveler account are correct, if applicable.  
C. The traveler’s flight number will appear here. 

 

 

Important: Incorrect loyalty numbers in the "Frequent-Traveler Programs" section in Concur will cause 
direct-billing issues and result in a personal credit card being required at the rental counter. See the 
video and/or guide ‘Setting Up a Profile in Concur’ on how to add/edit/remove that information.  

 

If needed, add any rental car preferences.  

 

A B 

B 

C 
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Important: The state of California does not allow the addition/reimbursement of in-car GPS, ski racks, 
toll devices (transponders) or pre-paid fuel. 

 

On the right side of the page, you will see the estimated costs.  

 

Click the “rate rules and restrictions” link to review information applicable to the booking. If no 
changes need to be made and you agree with the rate rules and restrictions, click “Book and 
Continue.” 

 

3.3.4 Finalize Page 
The “Finalize” page will load. The information that was input during the initial booking will appear, as 
well as the newly booked segment. Review the information. 
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You can add additional rental cars or hotels to the trip on this page. Look for the car and bed icons 
under the estimated cost information. See the videos and/or guides ‘How to Book Lodging’ and/or 
‘How to Book a Rental Car’ for more information. 

 

If all is correct, click “Finalize Trip.”  

 

 

You have not finished booking the trip! 
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3.3.5 Trip Confirmed Page 
Please note that your travel is not booked until you have reached this page!  

This page notifies you the trip has been booked. To see the trip information, click “View Trip 
Overview.” Click “Back to Homepage” to return to Concur’s homepage.  

 

Your travel manager may have to approve the trip. If your agency has automated approvals turned 
on, please see the videos and/or guides ‘Passive and Hard Stop Approval Information,’ ‘Travel 
Approval,’ ‘Concur Pre-Trip Approval Guide,’ and/or ‘What to Do if Your Travel Has Been Rejected or 
Approved’ for more information.  
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3.4 Updated Itinerary  
The traveler will receive an email from Concur with the updated itinerary. CI Azumano will also send a 
purchased travel email with the trip itinerary and receipt.    

The traveler can also access the itinerary on Concur by visiting their Trip Library. See section 3.1 of this 
document for more information.  

If you have a Primary Travel Arranger/Assistant assigned to you, they will receive an email from 
Concur with the updated itinerary. See the video and/or guide ‘Assigning a Travel Arranger/Assistant’ 
for more information.   

If your agency participates in the Concur pre-trip approval process, your travel manager will also 
receive an email notification. See the Trainings Resource page for additional guides such as ‘Passive 
and Hard Stop Approval Information,’ ‘What to Do If Your Travel Has Been Rejected or Approved,’ 
and ‘Rejecting and Approving Travel as a Manager’ for more information.   

https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
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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 CI Azumano 
Email: CalTravel@ciazumano.com 

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

o CI Azumano Webpage  
o Concur Login Page 

 

4.2 Statewide Travel Program 
Email: StatewideTravelProgram@dgs.ca.gov 

o Airfare Resources  
o Car Rental Resources  
o Lodging Resources  
o Virtual Payment Resources 

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

o Concur Pre-Trip Approval Guide 
o How to Assign and Remove a Travel Arranger/Assistant 
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 Book Travel 
o How to Cancel a Booking 
o How to Change a Booking 
o How to Log into Concur 
o How to Set Up a Profile in Concur  
o Passive and Hard Stop Approval Information 
o Travel Approval 
o What to Do If Your Travel Has Been Rejected or Approved 

 

mailto:CalTravel@ciazumano.com
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/Airfare
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Car-Rental
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Lodging
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Virtual-Payment-and-Virtual-Card-Number
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
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