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HOW TO CANCEL TRAVEL 

1. General Information 
1.1 Pre-Trip Cancellation 
A pre-trip cancellation is when a traveler cancels a trip before the trip has begun. Pre-trip 
cancellations are conducted online through Concur.  
 
When travel plans are canceled, travel reservations must be canceled in Concur within the vendor’s 
cancellation requirements. When booking travel, please note the vendor's cancellation policies to 
avoid penalties.  
 
 
Important: Travelers may not cancel with a vendor directly unless instructed by CI Azumano. 
 

1.2 Mid-Trip Cancellation 
A mid-trip cancellation is when the traveler has already checked into their flight and/or the trip is in 
progress, and they need to cancel the trip. Mid-trip cancellations must be completed by speaking to 
a CI Azumano travel agent at 1 (877) 454-8785.  
 
 
Important: Travelers may not cancel with a vendor directly unless instructed by CI Azumano. 
 

1.3 Segment Versus Entire Trip Cancellation 
There are two options when canceling a trip: only a segment or entire trip cancellation.  
 
For example, a traveler has booked a trip that includes rental car, hotel and air. A segment 
cancellation would be canceling just one portion of the trip, like the rental car. An entire trip 
cancellation would cancel all segments of travel – rental car, hotel, and air. 
 

1.4 Why Was My Trip Canceled? 
If you did not actively cancel your trip but received a cancellation email anyways, your trip was 
either not completed, not approved within the required timeframe, or was rejected by your 
approving manager.  
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1.4.1 Incomplete Trip 
If you did not complete the trip booking, your trip will be automatically canceled after 24 hours. 
When booking, you must reach the “Trip Confirmed” page to complete the booking. This page will 
also let you know if your agency participates in the pre-trip approval built into Concur. 

 

Please see the videos and/or guides ‘How to Book Air,' 'How to Book a Train,' 'How to Book a Rental 
Car,' and/or 'How to Book Lodging' for more information.   

1.4.2 Rejected Trip 
If your agency participates in the pre-trip approval process built into Concur, your travel must be 
approved by a specific person on or before a specific date. 

 

Your assigned travel approver, typically your manager, must approve the trip before it can be 
ticketed/finalized. If your travel manager does not approve the trip on time, or actively rejects the 
trip, it will be automatically canceled.  

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. 

 

John Manager 

John Manager 
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2. Step-by-Step Instructions 
2.1 Cancel a Segment of a Trip 
To cancel one or more segments of a trip, follow these instructions.  

 

Important: These instructions only apply to trips that have not started yet. If you have already begun 
your trip (ex. checked into the flight, or departed and used a segment), you need to call a CI 
Azumano travel agent at 1 (877) 454-8785 to cancel.   

 

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

2.1.2 Find the Trip 
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,’ and/or ‘How to Change a Booking’ for 
more information.  
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HOW TO CANCEL TRAVEL 

2.1.3 Cancel the Segment 
Under “Trip Overview,” find the portion of the trip you'd like to cancel.  

 

Click “More Actions,” “Cancel Booking.” 
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Review the segment of travel you are canceling. Review the vendor’s rules and restrictions to ensure 
you understand the cancellation policy and any appliable fees.  

 

If the cancellation does not follow the vendor’s cancellation requirements, your agency will be 
responsible for any applicable penalty fees. Cancellation policies can be found while booking any 
segment of travel. See the videos and/or guides ‘How to Book Air,’ ‘How to Book a Train,’ ‘How to 
Book a Rental Car,’ and/or ‘How to Book a Hotel’ for more information.   

After reviewing and confirming, click “Confirm Cancel.” 

 

2.1.4 Segment Cancellation Confirmation 
When the “Trip Overview” refreshes, there will be a note along the top of the page noting the 
cancellation was successful. Additionally, the canceled segment of the trip will be labeled 
“Canceled.” 
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If that’s the only segment you want to cancel, you can log out of Concur.  

If you want to cancel more segments of the same trip, follow the prior steps starting at section 2.1.3 of 
this document.  

2.1.5 New Itinerary Email 
After canceling a segment, the traveler and their primary Travel Arranger will receive a new 
“Confirmation” email. This email shows the updated travel plans with canceled segments.  

A) The “Agency Record Locator” and information from the non-canceled segment(s) stay the same 
as the original email. 

B) The canceled segments will still appear on the new itinerary if correctly canceled – it will be 
labeled “Canceled.”  

Original “Confirmation” Email:         New “Confirmation” Email: 

  

  

 

Important: It is the traveler’s responsibility to send any updated travel documentation to their Travel 
Coordinator/administration team. Please review your agency’s internal travel policies to remain 
compliant.  

 

2.1.6 Trip Library Update 
After canceling a segment, you will see the updated version of the trip within your “Trip Library” in 
Concur. See section 3.3.1 of this document for instructions on how to find the “Trip Library.”  

B 

A 

B 

A 
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2.2 Cancel the Entire Trip 
To cancel an entire trip, follow these instructions. 

This only applies to trips that have not started yet. If you have already begun your trip (ex. checked 
into the flight, or departed and used a segment), you need to call a CI Azumano travel agent at 1 
(877) 454-8785 to cancel.   

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

2.2.2 Find the Trip 
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’ and/or ‘How to Change a Booking’ for 
more information.  
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2.2.3 Cancel the Trip 
Click “Cancel Trip.” 

 

Review the trip you are canceling. Review the vendor’s rules and restrictions to ensure you 
understand the cancellation policy and any appliable fees.  

 

If the cancellation does not follow the vendor’s cancellation policy, your agency will be responsible 
for any applicable penalty fees/charges. Cancellation policies can be found while booking any 
segment of travel. Please 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 a Hotel’ for more information.   

After reviewing and confirming, click “Confirm Cancel.” 
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2.2.4 Cancellation Confirmation 
When the “Trip Overview” refreshes, there will be a note along the top of the page noting the 
cancellation was successful. Additionally, each segment of the trip will be labeled “Canceled.” 
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3. Cancellation Confirmation 
3.1 Cancellation Email 
If the segment or entire trip cancellation went through, you will receive an email from CI Azumano 
that will confirm you canceled your trip.  

 

Important: If you do not receive this email, please contact a CI Azumano travel agent by calling 1 
(877) 454-8785 or emailing CalTravel@ciazumano.com. 

 

3.2 Refunds and Cancellation Numbers 
3.2.1 Airfare 
When canceling airfare, there are a few possibilities based on the fare type purchased.  

• If a refundable flight was purchased, the charge will be refunded to your agency’s credit 
card.  

• If a non-refundable flight was purchased, the ticket number will convert into a flight credit 
(unused ticket credit). Concur tracks these credits and will automatically apply them to future 
air bookings. If you don’t have plans to travel and the credit is nearing its expiration date, 
contact your agency Travel Coordinator(s) to explore available options. For more details, see 
Airfare Resources.  

• Your confirmation or unused ticket credit will be included in the cancellation email you 
receive. You can also find this information in the “Trip Library” within Concur. For additional 
information, see section 3.3 of this document. 

 

3.2.2 Lodging 
When canceling lodging, you will receive a cancellation number. The cancellation number will 
appear in the cancellation email you receive. The cancellation number can also be found within the 
“Trip Library” in Concur. See section 3.3 of this document for more information. 

 

It’s recommended to contact the hotel directly with the cancellation number to confirm they have 
received it.  

mailto:CalTravel@ciazumano.com
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Airfare


 

Page 14 of 17 
 

HOW TO CANCEL TRAVEL 

3.2.3 Rental Car 
When canceling a rental car, you will not receive a cancellation number. There are no cancellation 
fees, and no charges are made to your agency’s credit card unless you pick up the vehicle, so no 
refund is necessary.  

3.2.4 Train 
When canceling train tickets, you will receive a refund receipt via email. The reservation number will 
become the cancellation number. The reservation/cancellation number will appear in the 
cancellation email you receive. The reservation/cancellation number can also be found within the 
“Trip Library” in Concur. See section 3.3 within this document for more information.  

 

 

3.3 Canceled Trips Within Concur 
3.3.1 How to Find Canceled Trips Within Concur 
To find any canceled trip, log into Concur.  

Click “Travel,” “Trip Library.”    
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Click “Enable” to view the enhanced trip list.  

Under “Trips,” uncheck “Upcoming Trips.” Under “Trip Status,” click “Canceled.”  

   

A list of all your canceled trips will appear. You can see the status of the trips under the record 
locator. 

 

3.3.2 Trip Details 
Click “View Trip Details” the trip overview.  

 

There will be a note to show the trip has been canceled.  
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Click the “Trip History” tab to view the following details: 

A. Booking – Displays a tab for each travel segment booked, including who booked it and when 
the trip was confirmed. 

B. Approval Request – Shows when the trip was sent for approval, the approving manager’s 
name, and the approval deadline. 

C. Approval – Indicates who approved the trip and the date of approval. 
D. Cancellation – Provides a tab for each canceled travel segment, including who canceled it 

and when the cancellation occurred. 

 

If you canceled a hotel or train, you will see the cancellation number here as well. 

 

                          

 

 

C 

B 

A 

D 

by John Manager 
John Manager 
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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 Book a Rental Car  
o How to Book a Train 
o How to Book Lodging 
o How to Book Air 
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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