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HOW TO BOOK TRAVEL 

1. General Information 

This guide is an overview of booking a trip with multiple segments. For more information about 

booking each segment of travel, see the videos and/or guides ‘How to Book Air,’ ‘How to Book a 

Train,’ ‘How to Book a Car Rental,’ and/or ‘How to Book Lodging.’ 

Important: 

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

• Be aware of all cancellation rules and any applicable penalties before booking travel.  

• All multi-component trips are booked in the same order in Concur – air or train, car rental, then 

hotel.  

• Airfare and train tickets cannot be booked within the same itinerary.  
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2. Policy Compliance 

This section applies to executive branch state agencies only.  

• Travel should be conducted in the most cost-efficient manner in the best interest of the state.  

• Make all travel reservations through the Statewide Travel Program. 

See the following for more information:  

• SAM 4117 Guide 

• State Administrative Manual (SAM) 700 (State Business Travel) 

• State Administrative Manual (SAM) 4117 (Statewide Travel Program) 

• State Administrative Manual (SAM) 4117.1 (Airlines) 

• State Administrative Manual (SAM) 4117.2 (Rental Cars) 

• State Administrative Manual (SAM) 4117.3 (Lodging) 

• State Administrative Manual (SAM) 4117.4 (Travel Agencies) 

• State Administrative Manual (SAM) 4117.5 (Travel Payment Services and Virtual Payments) 

• State Travel Policy Resources 

All non-compliant choices will 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 Log In 

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

Once you've logged into Concur, click “Plan a Trip.” 

 

 

3.2 Trip Planning 

A pop-up will appear. Check the segments of travel you would like to book.  

Note: Airfare and train tickets cannot be booked within the same itinerary.  

 

Once you’ve selected the segments of travel you would like to book, click “Continue.” 
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3.3 Enter Search Criteria 

3.3.1 Flight 

The first segment of travel you will book is flight or train. For the purpose of this document, we are 

booking a flight. For guidance on booking trains, please see the video and/or guide ‘How to Book a 

Train.’  

 

In the “From” box (departure location), enter the airport, city, or location. Choose the desired 

outbound location from the drop-down menu. 

 

In the “To” box (arrival location), enter the airport, city, or location. Choose the desired arrival 

location from the drop-down menu. 
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The flight dates will automatically default to today’s date. Edit the dates by clicking the box and 

typing the desired travel dates or selecting the dates on a calendar.  

 

3.3.2 Rental Car 

Click “Rental Car.” The search criteria will default to match the search criteria entered for the flight.   

 

If the rental car search criteria are the same as the flight, continue to the next step. 

To edit the search criteria, uncheck the “Match Flight Booking” box and enter the new criteria.  
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3.3.3 Hotel 

Click “Hotel.” The search criteria will default to match the criteria entered for the flight.   

 

If the hotel search criteria is the same as the flight, continue to the next step. 

To edit the search criteria, uncheck “Match Flight Booking” and enter the new criteria.  

 

3.3.4 Add to Trip 

If you need to add another rental car or hotel, click “Add to Trip” and select the segments of travel 

you would like to add.  
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To add multiple flights, go back to “Flight” and choose “Multi-city.” Enter the search criteria.  

 

3.3.5 Search 

Once all the search criteria have been entered for all segments of travel needed, click “Search.” 
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3.4 Select a Flight 

3.4.1 Departing Flight 

The first search result will be the departing flight. Review the options and select the one that best 

meets the travel requirements and agency policies.  

 

Click on a flight to see the fare details.   

               

Once you have reviewed the options and are ready to book, click “Select Fare.”  
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If you choose a flight that is out of policy, a pop-up will appear. Click “Show In-policy Fares” to view 

similar flights that meet your agency’s policies. Click “Book Out of Policy” to book this flight due to a 

valid reason.  

 

3.4.2 Return Flight 

The return flight search results will load. Review the options and select the one that best meets the 

travel requirements and agency policies. For your convenience, the departing flight information is at 

the top of the screen.  

 

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

  

3.4.3 Unused Ticket Credits 

If you have Unused Ticket Credits, a banner will appear at the top of the page. Unused Ticket Credits 

will be automatically applied to eligible flights behind-the-scenes by CI Azumano.  
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3.5 Flight Review and Book Page 

You are now on the “Review and Book” page for the airfare.  

 

3.5.1 Flight Itinerary 

Review the flight itinerary.  

 

3.5.2 Travel Policy 

If you booked a flight that was out of policy, this section will appear.  

The drop-down menu will list acceptable reasons for selecting an out-of-policy flight. Select the 

reason and add any relevant additional information in the comments section.  

 

Your out of policy flight selection, reason for violating policy, and declined flight options will be sent to 

your agency Travel Coordinator(s) for auditing purposes.  
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3.5.3 Traveler Information 

Review the Traveler Information. You may be turned away if the name on your identification does not 

match your reservation. 

A. Make sure 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. Enter the traveler’s date of birth and gender. This information must match the form of 

identification the traveler will provide.   

D. If applicable, enter the traveler’s DHS Redress or Known Traveler Number.  

E. To edit the traveler’s information, click “Edit Information.” This will take you to the traveler’s 

profile to make any changes necessary. When done editing, click “Save” and the “Review 

and Book” page will load again.  

To edit or add information to your profile, see the video and/or guide ‘How to Set Up a Profile in 

Concur.’ 

Important: All items with a red asterisk are required fields and must be entered to book the travel.  

 

 

 

A B 

B 

C 

D 

E 
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3.5.4 Seats 

If the flight is with a carrier that allows seat selection at the time of booking, you will choose seats 

here. Click “Select Seats” for each flight.  

 

In the pop-up that appears, follow the prompts to select your seat. You may incur additional costs if 

choosing a seat that doesn’t match the fare purchased. Check your agency’s internal travel policy 

to ensure compliance.  

3.5.5 Baggage Allowance 

Review the baggage conditions and rules for each flight.  

 

Applicable baggage fees are collected at the airline ticket counter and must be paid by the 

traveler at the time of check-in. Baggage fees may be reimbursable - follow your agency’s internal 

policies on travel reimbursements or seek guidance from your agency Travel Coordinator(s). 

3.5.6 Estimated Total Cost 

Review the price summary in the “Estimated Total Cost” section of the page.  
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3.5.7 Payment 

The payment area should be populated with your agency’s required payment method. You will not 

be able to change the payment method or access the payment card information.  

 

3.5.8 Accept Rules, Restrictions, and Policies 

Review the rules and restrictions and if you agree, check the “I have read…” box. 

 

3.5.9 Book and Continue 

If the information is correct, click “Book and Continue.” If changes need to be made, click “Change 

Selections” and complete the edits needed.  

 

 

You have not finished booking the trip! 
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3.6 Select a Rental Car 

The second search results displayed will be the rental car. 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.” 

 

For executive branch agencies only: Enterprise is the state's preferred rental car vendor. National 

may be used if Enterprise is not available. 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.   

 

3.7 Rental Car Review and Book Page 

You are now on the “Review and Book” page for the rental car.  

 

https://www.dgs.ca.gov/Resources/SAM/TOC/4100/4117-2


 

Page 18 of 32 

 

HOW TO BOOK TRAVEL 

3.7.1 Rental Car Selection 

Review the rental car information.  

 

3.7.2 Traveler Information 

Review the Traveler 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. 

D. To edit the traveler’s information, click “Edit Information.” This will take you to the traveler’s 

profile to make any changes necessary. When done editing, click “Save” and the “Review 

and Book” page will load again.  

To edit or add information to your profile, see the video and/or guide ‘How to Set Up a Profile in 

Concur.’ 

Important: All items with a red asterisk are required fields and must be entered to book the travel.  

 

Note: Incorrect loyalty numbers in the "Frequent-Traveler Programs" section of Concur will cause 

direct-billing issues, which will require the traveler to present a personal credit card at the rental 

counter. Please see the video and/or guide ‘Setting Up a Profile in Concur’ on how to 

add/edit/remove that information.  

A B 

B 

C 
D 
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3.7.3 Rental Car Preferences 

If needed, add any special requests for your rental car such as a specific make/model.  

 

Note: the state of California does not allow the addition/reimbursement of in-car GPS, ski racks, toll 

devices (transponders) or pre-paid fuel. 

3.7.4 Estimated Total Cost 

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

 

3.7.5 Book and Continue 

Click the “rate rules and restrictions” link to review. If no changes need to be made and you agree 

with the rate rules and restrictions, click “Book and Continue.” 

 

 

You have not finished booking the trip! 
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3.8 Select a Hotel 

The last search results displayed will be the hotel. Review the options and select the one that best 

meets the travel requirements and agency policies.  

To take advantage of negotiated rates and amenities, travelers should priortize selecting "Most 

Preferred" or " Preferred" hotels over all other options.  

 

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 Most Preferred or Preferred hotel, select the rate labeled “State of CA Negotiated 

Rate.” This ensures the traveler receives the negotiated rates and amenities. 

Important: Review the cancellation policy before booking. All reservations are bound to the hotel’s 

cancellation policies listed in the reservation/rate booked. Click “Select” to book a room.  
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3.9 Hotel Review and Book Page 

You are now on the “Review and Book” page for the hotel.  

 

3.9.1 Hotel Information 

Review the hotel information.  
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3.9.2 Traveler Information 

Review the Traveler 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. To enter a frequent traveler account, click “Add Frequent Traveler Account.” In the pop-up, 

choose the carrier and enter the account number. Click “Save” once all accounts have been 

added. 

D. To edit the traveler’s information, click “Edit Information.” This will take you to the traveler’s 

profile to make any changes necessary. When done editing, click “Save” and the “Review 

and Book” page will load again.  

To edit or add information to your profile, see the video and/or guide ‘How to Set Up a Profile in 

Concur.’ 

Important: All items with a red asterisk are required fields and must be entered to book the travel.  

 

3.9.3 Room Preferences 

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

 

 

 

 

 

A 

B 

B 

C D 
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3.9.4 Estimated Total Cost 

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

 

3.9.5 Form of Payment 

If your agency participates in the Virtual Card Program, a note will appear under “Form of Payment” 

indicating the virtual card will be used to pay for the room. See the Virtual Payment Resources page 

for more information. 

 

If your agency does not participate in the Virtual Card Program, a personal credit card is required in 

the Concur profile to book and hold the room.  

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

 

https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Virtual-Payment-and-Virtual-Card-Number
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3.9.6 Accept Rules and Restrictions 

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

accept…” 

 

3.9.7 Book and Continue 

If the information is correct, click “Book and Continue.” If changes need to be made, click “Change 

Selections” and complete the edits needed. 

 

 

You have not finished booking the trip! 
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3.10  Finalize Page 

You are now on the “Finalize” page. 

 

3.10.1 Trip Overview 

For “Trip Name,” give it a name that will be easy to identify in your Trip Library. Under “Trip 

Description,” you can add more details about what the trip is for.  

 

Review the traveler’s name and the travel information. Click the arrows to see details. 
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3.10.2 Travel Policy 

If your agency participates in automated pre-trip approvals through Concur, you will see this note.  

 

3.10.3 Additional Information 

Under “Additional Information,” respond to the questions. The questions that appear may be 

different, depending on your agency’s required information.  

Important: All items with a red asterisk are required fields and must be entered to book the travel.  

 

3.10.4 Would you like to book anything else? 

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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3.10.5 Finalize Trip 

If all is correct, click “Finalize Trip.” If you would like to cancel or are not yet ready to book, click 

“Cancel Trip.” 

 

 

You have not finished booking the trip! 

 

3.11  Trip Confirmed Page 

Note: 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.  

 

 

Important: If automated approvals are turned on for your agency, your approving manager will have 

to approve the trip. See the videos and/or guides ‘Passive and Hard Stop Approval Information,’ 
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‘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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4. Trip Itinerary 

There are a few ways you can find the itinerary. 

4.1 Confirmation Email 

You will receive a confirmation email from Concur with your trip information. Keep this email for your 

records. 

 

The email will include calendar attachments to easily add the travel information to your calendar.  

 

Within the email, you can see the Record Locator and a link to open the travel on Concur.  
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4.2 Purchased Email 

You will receive an invoice email from CI Azumano indicating that the trip has been booked and 

paid. Keep this email for your records. 

 

The email will include a PDF and text version of the itinerary.  

 

Within the email, you can see the Record Locator and a link to open the trip within Concur.  
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4.3 Trip Library 

You can also find trip information via the “Upcoming Trips” section in Concur. Log into Concur and 

click “Travel,” “Trip Library.” 

 

Your “Trip List” will open, where you can click “View Trip Details” to view, edit or cancel the trip. See 

the videos and/or guides ‘How to Add to An Existing Itinerary,’ ‘How to Change a Booking,’ and/or 

‘How to Cancel a Booking’ for more information.  

 

The trip’s Record Locator can be found under the travel dates. The Record Locator (also called a 

PNR or confirmation code) is a unique code that identifies your booking, making it essential for the 

travel agency to quickly access, modify, or verify your reservation details.  
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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) 

• CI Azumano Webpage  

• Concur Login Page 

 

5.2 Statewide Travel Program 

Email: StatewideTravelProgram@dgs.ca.gov 

• Airfare Resources  

• Car Rental Resources  

• Lodging Resources  

• Virtual Payment Resources 

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

• Concur Pre-Trip Approval Guide 

• How to Add to An Existing Itinerary 

• How to Assign and Remove a Travel Arranger/Assistant 

• How to Book a Rental Car  

• How to Book a Train 

• How to Book Lodging 

• How to Book Air 

• How to Cancel a Booking  

• How to Change a Booking 

• How to Log into Concur  

• How to Set up a Profile in Concur  

• Passive and Hard Stop Approval Information  

• Travel Approval 

• 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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	1. General Information 
	This guide is an overview of booking a trip with multiple segments. For more information about booking each segment of travel, see the videos and/or guides ‘How to Book Air,’ ‘How to Book a Train,’ ‘How to Book a Car Rental,’ and/or ‘How to Book Lodging.’ 
	Important: 
	•
	•
	•
	 To avoid excess booking fees, book all components of travel within the same itinerary.  

	•
	•
	 Be aware of all cancellation rules and any applicable penalties before booking travel.  

	•
	•
	 All multi-component trips are booked in the same order in Concur – air or train, car rental, then hotel.  

	•
	•
	 Airfare and train tickets cannot be booked within the same itinerary.  


	 
	2. Policy Compliance 
	This section applies to executive branch state agencies only.  
	•
	•
	•
	 Travel should be conducted in the most cost-efficient manner in the best interest of the state.  

	•
	•
	 Make all travel reservations through the Statewide Travel Program. 


	See the following for more information:  
	•
	•
	•
	 
	 SAM 4117 Guide
	 SAM 4117 Guide



	•
	•
	 (State Business Travel) 
	 State Administrative Manual (SAM) 700
	 State Administrative Manual (SAM) 700



	•
	•
	 (Statewide Travel Program) 
	 State Administrative Manual (SAM) 4117
	 State Administrative Manual (SAM) 4117



	•
	•
	 (Airlines) 
	 State Administrative Manual (SAM) 4117.1
	 State Administrative Manual (SAM) 4117.1



	•
	•
	 (Rental Cars) 
	 State Administrative Manual (SAM) 4117.2
	 State Administrative Manual (SAM) 4117.2



	•
	•
	 (Lodging) 
	 State Administrative Manual (SAM) 4117.3
	 State Administrative Manual (SAM) 4117.3



	•
	•
	 (Travel Agencies) 
	 State Administrative Manual (SAM) 4117.4
	 State Administrative Manual (SAM) 4117.4



	•
	•
	 (Travel Payment Services and Virtual Payments) 
	 State Administrative Manual (SAM) 4117.5
	 State Administrative Manual (SAM) 4117.5



	•
	•
	 
	 State Travel Policy Resources
	 State Travel Policy Resources




	All non-compliant choices will be audited. 
	 
	 
	3. Booking Instructions 
	3.1 Log In 
	Log into Concur. See the video and/or guide ‘How to Log into Concur’ for more information.  
	Once you've logged into Concur, click “Plan a Trip.” 
	 
	Figure
	Figure
	 
	3.2 Trip Planning 
	A pop-up will appear. Check the segments of travel you would like to book.  
	Note: Airfare and train tickets cannot be booked within the same itinerary.  
	 
	Figure
	Figure
	Once you’ve selected the segments of travel you would like to book, click “Continue.” 
	 
	Figure
	Figure
	3.3 Enter Search Criteria 
	3.3.1 Flight 
	The first segment of travel you will book is flight or train. For the purpose of this document, we are booking a flight. For guidance on booking trains, please see the video and/or guide ‘How to Book a Train.’  
	 
	Figure
	Figure
	In the “From” box (departure location), enter the airport, city, or location. Choose the desired outbound location from the drop-down menu. 
	 
	Figure
	Figure
	Figure
	In the “To” box (arrival location), enter the airport, city, or location. Choose the desired arrival location from the drop-down menu. 
	 
	Figure
	Figure
	Figure
	The flight dates will automatically default to today’s date. Edit the dates by clicking the box and typing the desired travel dates or selecting the dates on a calendar.  
	 
	Figure
	Figure
	3.3.2 Rental Car 
	Click “Rental Car.” The search criteria will default to match the search criteria entered for the flight.   
	 
	Figure
	Figure
	Figure
	If the rental car search criteria are the same as the flight, continue to the next step. 
	To edit the search criteria, uncheck the “Match Flight Booking” box and enter the new criteria.  
	 
	Figure
	Figure
	Figure
	 
	3.3.3 Hotel 
	Click “Hotel.” The search criteria will default to match the criteria entered for the flight.   
	 
	Figure
	Figure
	Figure
	If the hotel search criteria is the same as the flight, continue to the next step. 
	To edit the search criteria, uncheck “Match Flight Booking” and enter the new criteria.  
	 
	Figure
	Figure
	Figure
	3.3.4 Add to Trip 
	If you need to add another rental car or hotel, click “Add to Trip” and select the segments of travel you would like to add.  
	 
	Figure
	Figure
	Figure
	To add multiple flights, go back to “Flight” and choose “Multi-city.” Enter the search criteria.  
	 
	Figure
	Figure
	Figure
	Figure
	Figure
	3.3.5 Search 
	Once all the search criteria have been entered for all segments of travel needed, click “Search.” 
	  
	Figure
	Figure
	 
	 
	3.4 Select a Flight 
	3.4.1 Departing Flight 
	The first search result will be the departing flight. Review the options and select the one that best meets the travel requirements and agency policies.  
	 
	Figure
	Figure
	Figure
	Click on a flight to see the fare details.   
	               
	Figure
	Figure
	Figure
	Once you have reviewed the options and are ready to book, click “Select Fare.”  
	  
	Figure
	Figure
	If you choose a flight that is out of policy, a pop-up will appear. Click “Show In-policy Fares” to view similar flights that meet your agency’s policies. Click “Book Out of Policy” to book this flight due to a valid reason.  
	 
	Figure
	Figure
	Figure
	3.4.2 Return Flight 
	The return flight search results will load. Review the options and select the one that best meets the travel requirements and agency policies. For your convenience, the departing flight information is at the top of the screen.  
	 
	Figure
	Figure
	Figure
	Figure
	Once you have reviewed the options and are ready to book, click “Select Fare.” 
	  
	Figure
	Figure
	3.4.3 Unused Ticket Credits 
	If you have Unused Ticket Credits, a banner will appear at the top of the page. Unused Ticket Credits will be automatically applied to eligible flights behind-the-scenes by CI Azumano.  
	 
	Figure
	3.5 Flight Review and Book Page 
	You are now on the “Review and Book” page for the airfare.  
	 
	Figure
	Figure
	3.5.1 Flight Itinerary 
	Review the flight itinerary.  
	 
	Figure
	Figure
	3.5.2 Travel Policy 
	If you booked a flight that was out of policy, this section will appear.  
	The drop-down menu will list acceptable reasons for selecting an out-of-policy flight. Select the reason and add any relevant additional information in the comments section.  
	 
	Figure
	Figure
	Figure
	Your out of policy flight selection, reason for violating policy, and declined flight options will be sent to your agency Travel Coordinator(s) for auditing purposes.  
	3.5.3 Traveler Information 
	Review the Traveler Information. You may be turned away if the name on your identification does not match your reservation. 
	A.
	A.
	A.
	 Make sure the traveler's name is accurate and matches the photo identification the traveler will provide upon traveling. 

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

	C.
	C.
	 Enter the traveler’s date of birth and gender. This information must match the form of identification the traveler will provide.   

	D.
	D.
	 If applicable, enter the traveler’s DHS Redress or Known Traveler Number.  

	E.
	E.
	 To edit the traveler’s information, click “Edit Information.” This will take you to the traveler’s profile to make any changes necessary. When done editing, click “Save” and the “Review and Book” page will load again.  


	To edit or add information to your profile, see the video and/or guide ‘How to Set Up a Profile in Concur.’ 
	Important: All items with a red asterisk are required fields and must be entered to book the travel.  
	 
	E 
	E 

	Figure
	Figure
	Figure
	D 
	D 

	C 
	C 

	B 
	B 

	B 
	B 

	A 
	A 

	Figure
	Figure
	Figure
	Figure
	 
	 
	3.5.4 Seats 
	If the flight is with a carrier that allows seat selection at the time of booking, you will choose seats here. Click “Select Seats” for each flight.  
	 
	Figure
	Figure
	Figure
	Figure
	In the pop-up that appears, follow the prompts to select your seat. You may incur additional costs if choosing a seat that doesn’t match the fare purchased. Check your agency’s internal travel policy to ensure compliance.  
	3.5.5 Baggage Allowance 
	Review the baggage conditions and rules for each flight.  
	 
	Figure
	Figure
	Applicable baggage fees are collected at the airline ticket counter and must be paid by the traveler at the time of check-in. Baggage fees may be reimbursable - follow your agency’s internal policies on travel reimbursements or seek guidance from your agency Travel Coordinator(s). 
	3.5.6 Estimated Total Cost 
	Review the price summary in the “Estimated Total Cost” section of the page.  
	 
	Figure
	Figure
	3.5.7 Payment 
	The payment area should be populated with your agency’s required payment method. You will not be able to change the payment method or access the payment card information.  
	 
	Figure
	Figure
	3.5.8 Accept Rules, Restrictions, and Policies 
	Review the rules and restrictions and if you agree, check the “I have read…” box. 
	 
	Figure
	Figure
	Figure
	Figure
	3.5.9 Book and Continue 
	If the information is correct, click “Book and Continue.” If changes need to be made, click “Change Selections” and complete the edits needed.  
	 
	Figure
	Figure
	 
	You have not finished booking the trip! 
	3.6 Select a Rental Car 
	The second search results displayed will be the rental car. Review the options and select the one that best meets the travel requirements and agency policies.  
	 
	Figure
	Figure
	Figure
	Once you have reviewed the options and are ready to book, click “Select.” 
	 
	Figure
	Figure
	For executive branch agencies only: Enterprise is the state's preferred rental car vendor. National may be used if Enterprise is not available. If you choose a vendor other than Enterprise or National, you are subject to an audit. Please see  for more information.   
	SAM section 4117.2
	SAM section 4117.2


	 
	3.7 Rental Car Review and Book Page 
	You are now on the “Review and Book” page for the rental car.  
	 
	Figure
	Figure
	3.7.1 Rental Car Selection 
	Review the rental car information.  
	 
	Figure
	3.7.2 Traveler Information 
	Review the Traveler Information. You may be turned away if the name on your identification does not match your reservation. 
	A.
	A.
	A.
	 Verify the traveler's name is accurate and matches the photo identification the traveler will provide upon traveling.  

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

	C.
	C.
	 The traveler’s flight number will appear here. 

	D.
	D.
	 To edit the traveler’s information, click “Edit Information.” This will take you to the traveler’s profile to make any changes necessary. When done editing, click “Save” and the “Review and Book” page will load again.  


	To edit or add information to your profile, see the video and/or guide ‘How to Set Up a Profile in Concur.’ 
	Important: All items with a red asterisk are required fields and must be entered to book the travel.  
	 
	D 
	D 

	Figure
	B 
	B 

	Figure
	Figure
	Figure
	C 
	C 

	Figure
	B 
	B 

	A 
	A 

	Figure
	Note: Incorrect loyalty numbers in the "Frequent-Traveler Programs" section of Concur will cause direct-billing issues, which will require the traveler to present a personal credit card at the rental counter. Please see the video and/or guide ‘Setting Up a Profile in Concur’ on how to add/edit/remove that information.  
	3.7.3 Rental Car Preferences 
	If needed, add any special requests for your rental car such as a specific make/model.  
	 
	Figure
	Figure
	Note: the state of California does not allow the addition/reimbursement of in-car GPS, ski racks, toll devices (transponders) or pre-paid fuel. 
	3.7.4 Estimated Total Cost 
	On the right side of the page, you will see the estimated cost information.  
	 
	Figure
	Figure
	3.7.5 Book and Continue 
	Click the “rate rules and restrictions” link to review. If no changes need to be made and you agree with the rate rules and restrictions, click “Book and Continue.” 
	 
	Figure
	Figure
	Figure
	 
	You have not finished booking the trip! 
	3.8 Select a Hotel 
	The last search results displayed will be the hotel. Review the options and select the one that best meets the travel requirements and agency policies.  
	To take advantage of negotiated rates and amenities, travelers should priortize selecting "Most Preferred" or " Preferred" hotels over all other options.  
	Figure
	 
	Figure
	Figure
	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.  
	Figure
	Figure
	Figure
	Figure
	 
	When booking a Most Preferred or Preferred hotel, select the rate labeled “State of CA Negotiated Rate.” This ensures the traveler receives the negotiated rates and amenities. 
	Important: Review the cancellation policy before booking. All reservations are bound to the hotel’s cancellation policies listed in the reservation/rate booked. Click “Select” to book a room.  
	 
	Figure
	Figure
	Figure
	Figure
	 
	 
	3.9 Hotel Review and Book Page 
	You are now on the “Review and Book” page for the hotel.  
	 
	Figure
	Figure
	3.9.1 Hotel Information 
	Review the hotel information.  
	 
	Figure
	Figure
	 
	3.9.2 Traveler Information 
	Review the Traveler Information. You may be turned away if the name on your identification does not match your reservation. 
	A.
	A.
	A.
	 Verify the traveler's name is accurate and matches the photo identification the traveler will provide upon traveling.  

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

	C.
	C.
	 To enter a frequent traveler account, click “Add Frequent Traveler Account.” In the pop-up, choose the carrier and enter the account number. Click “Save” once all accounts have been added. 

	D.
	D.
	 To edit the traveler’s information, click “Edit Information.” This will take you to the traveler’s profile to make any changes necessary. When done editing, click “Save” and the “Review and Book” page will load again.  


	To edit or add information to your profile, see the video and/or guide ‘How to Set Up a Profile in Concur.’ 
	Important: All items with a red asterisk are required fields and must be entered to book the travel.  
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	Figure
	Figure
	3.9.3 Room Preferences 
	Add any requests you may have for the room, such as extra pillows. 
	 
	Figure
	Figure
	 
	 
	 
	 
	3.9.4 Estimated Total Cost 
	On the right side of the page, you will see the estimated cost information.  
	 
	Figure
	Figure
	3.9.5 Form of Payment 
	If your agency participates in the Virtual Card Program, a note will appear under “Form of Payment” indicating the virtual card will be used to pay for the room. See the  for more information. 
	Virtual Payment Resources page
	Virtual Payment Resources page


	 
	Figure
	Figure
	If your agency does not participate in the Virtual Card Program, a personal credit card is required in the Concur profile to book and hold the room.  
	Use the drop-down menu to select the correct personal card.  
	 
	Figure
	Figure
	3.9.6 Accept Rules and Restrictions 
	Click “Rules and Restrictions” to review the hotel’s policies. If you agree, click “I have read and accept…” 
	 
	Figure
	Figure
	Figure
	3.9.7 Book and Continue 
	If the information is correct, click “Book and Continue.” If changes need to be made, click “Change Selections” and complete the edits needed. 
	 
	Figure
	Figure
	 
	You have not finished booking the trip! 
	 
	3.10  Finalize Page 
	You are now on the “Finalize” page. 
	 
	Figure
	Figure
	Figure
	3.10.1 Trip Overview 
	For “Trip Name,” give it a name that will be easy to identify in your Trip Library. Under “Trip Description,” you can add more details about what the trip is for.  
	 
	Figure
	Figure
	Figure
	Review the traveler’s name and the travel information. Click the arrows to see details. 
	 
	Figure
	Figure
	Figure
	3.10.2 Travel Policy 
	If your agency participates in automated pre-trip approvals through Concur, you will see this note.  
	 
	Figure
	Figure
	3.10.3 Additional Information 
	Under “Additional Information,” respond to the questions. The questions that appear may be different, depending on your agency’s required information.  
	Important: All items with a red asterisk are required fields and must be entered to book the travel.  
	 
	Figure
	Figure
	3.10.4 Would you like to book anything else? 
	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.  
	 
	Figure
	Figure
	Figure
	3.10.5 Finalize Trip 
	If all is correct, click “Finalize Trip.” If you would like to cancel or are not yet ready to book, click “Cancel Trip.” 
	 
	Figure
	Figure
	 
	You have not finished booking the trip! 
	 
	3.11  Trip Confirmed Page 
	Note: 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.  
	 
	Figure
	Figure
	 
	Important: If automated approvals are turned on for your agency, your approving manager will have to approve the trip. 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.  

	 
	Figure
	Figure
	Figure
	 
	Figure
	 
	4. Trip Itinerary 
	There are a few ways you can find the itinerary. 
	4.1 Confirmation Email 
	You will receive a confirmation email from Concur with your trip information. Keep this email for your records. 
	 
	Figure
	Figure
	Figure
	Figure
	The email will include calendar attachments to easily add the travel information to your calendar.  
	 
	Figure
	Figure
	Within the email, you can see the Record Locator and a link to open the travel on Concur.  
	 
	Figure
	Figure
	Figure
	 
	4.2 Purchased Email 
	You will receive an invoice email from CI Azumano indicating that the trip has been booked and paid. Keep this email for your records. 
	 
	Figure
	The email will include a PDF and text version of the itinerary.  
	 
	Figure
	Within the email, you can see the Record Locator and a link to open the trip within Concur.  
	 
	Figure
	 
	4.3 Trip Library 
	You can also find trip information via the “Upcoming Trips” section in Concur. Log into Concur and click “Travel,” “Trip Library.” 
	 
	Figure
	Figure
	Figure
	Your “Trip List” will open, where you can click “View Trip Details” to view, edit or cancel the trip. See the videos and/or guides ‘How to Add to An Existing Itinerary,’ ‘How to Change a Booking,’ and/or ‘How to Cancel a Booking’ for more information.  
	 
	Figure
	Figure
	Figure
	The trip’s Record Locator can be found under the travel dates. The Record Locator (also called a PNR or confirmation code) is a unique code that identifies your booking, making it essential for the travel agency to quickly access, modify, or verify your reservation details.  
	 
	Figure
	Figure
	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
	CalTravel@ciazumano.com


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



	•
	•
	 
	 Concur Login Page
	 Concur Login Page




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


	•
	•
	•
	 
	 Airfare Resources 
	 Airfare Resources 



	•
	•
	 
	 Car Rental Resources 
	 Car Rental Resources 



	•
	•
	 
	 Lodging Resources 
	 Lodging Resources 



	•
	•
	 
	 Virtual Payment Resources
	 Virtual Payment Resources




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


	•
	•
	•
	 Concur Pre-Trip Approval Guide 

	•
	•
	 How to Add to An Existing Itinerary 

	•
	•
	 How to Assign and Remove a Travel Arranger/Assistant 

	•
	•
	 How to Book a Rental Car  

	•
	•
	 How to Book a Train 

	•
	•
	 How to Book Lodging 

	•
	•
	 How to Book Air 

	•
	•
	 How to Cancel a Booking  

	•
	•
	 How to Change a Booking 

	•
	•
	 How to Log into Concur  

	•
	•
	 How to Set up a Profile in Concur  

	•
	•
	 Passive and Hard Stop Approval Information  

	•
	•
	 Travel Approval 

	•
	•
	 What to Do if Your Travel Has Been Rejected or Approved 





