
 

 

 

 

 

MAY 
2026 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to Change 
Airfare 
Statewide Travel Program 



 

Page 2 of 29 
 

HOW TO CHANGE AIRFARE 

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

1. General Information ................................................................................................................................ 4 

2. Policy Compliance ................................................................................................................................... 5 

3. Find the Current Travel ............................................................................................................................. 6 

3.1 Find the Trip ...................................................................................................................................... 6 

3.2 Choose the Segment to Change ................................................................................................... 7 

3.2.1 Airfare not ticketed .................................................................................................................... 7 

3.2.2 Airfare is ticketed ....................................................................................................................... 8 

4. Enter the Search Parameters ................................................................................................................ 10 

4.1 Change the Date .......................................................................................................................... 10 

4.1.1 Type the dates ......................................................................................................................... 10 

4.1.2 Select on a calendar ............................................................................................................... 10 

4.2 Change the Time ........................................................................................................................... 11 

5. Change Flights Page ............................................................................................................................. 14 

5.1 Flight number ................................................................................................................................. 14 

5.2 Matrix .............................................................................................................................................. 15 

5.3 Number of Stops ............................................................................................................................ 15 

5.4 Carriers ............................................................................................................................................ 15 

5.5 Time Frame ..................................................................................................................................... 16 

5.6 Flexibility .......................................................................................................................................... 16 

5.7 Sort By ............................................................................................................................................. 16 

5.8 Show Details for All Flight Results ................................................................................................... 17 

5.9 Clear All .......................................................................................................................................... 17 

5.10 Flight Details ................................................................................................................................... 17 

5.11 Icons ................................................................................................................................................ 18 

5.12 Select the Fare ............................................................................................................................... 18 

5.13 Multiple Flights ................................................................................................................................ 19 

6. Review and Change Page ................................................................................................................... 20 

6.1 Flight Itinerary ................................................................................................................................. 20 

6.2 Select Seats .................................................................................................................................... 21 

6.3 Baggage Allowance ..................................................................................................................... 22 

6.4 Estimated Cost of Change............................................................................................................ 22 



 

Page 3 of 29 
 

HOW TO CHANGE AIRFARE 

6.5 Payment ......................................................................................................................................... 24 

6.6 Accept Rules, Restrictions, and Policies ....................................................................................... 24 

6.7 Confirm Change ............................................................................................................................ 25 

7. Trip Overview Page ................................................................................................................................ 26 

8. Trip Change Confirmation ..................................................................................................................... 27 

8.1 Email from CI Azumano ................................................................................................................. 27 

8.2 Updated Itinerary on Concur ....................................................................................................... 27 

8.3 Ticket Exchange Information ........................................................................................................ 28 

9. Additional Resources ............................................................................................................................. 29 

9.1 CI Azumano.................................................................................................................................... 29 

9.2 Statewide Travel Program ............................................................................................................. 29 

9.3 Compliance ................................................................................................................................... 29 

 



 

Page 4 of 29 
 

HOW TO CHANGE AIRFARE 

1. General Information 
To avoid additional booking fees, ensure all travel components are booked within the same itinerary. 
Before making any flight changes, review all cancellation policies and potential penalties. 

Concur allows one online change to booked airfare. For any additional air modifications, contact CI 
Azumano. 

Concur allows updates to travel segments before the trip has started. Once travel has begun (for 
example, after checking in for a flight), any changes must be made through CI Azumano. 

Concur also supports changes to travel dates and times. For any additional modifications to travel 
segments, please contact CI Azumano. 
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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 Book all airfare reservations through the Statewide Travel Program. 
o Concur highlights the least cost, best available fare for the entered serach criteria with a 

purple star icon . 
o Book flights with the state's Preferred Carriers. 
o Book all domestic flights at least 7 days in advance, and all international flights at least 30 days 

in advance.  
o Book non-refundable fares for outbound and return flights. 

o Refundable fares may only be used if the traveler meets specific requirements. 
o Booking a refundable fare prompts a “Reason Code” requirement in Concur.  

See the following for more information:  

o State Administrative Manual (SAM) 700 
o State Administrative Manual (SAM) 4117 
o State Administrative Manual (SAM) 4117.1 
o State Travel Policy Resources 

All non-compliant choices will be audited. 

 

 

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/4100/4117-1
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. Find the Current Travel 
Log into Concur. See the video and/or guide ‘How to Log into Concur’ for more information.  

3.1 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 Cancel Travel’ for 
more information.  
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3.2 Choose the Segment to Change 
Under “Trip Overview,” find the segment of the trip you'd like to change.  

 
3.2.1 Airfare not ticketed 
The airfare must be ticketed to make a change to the flight. 

If the airfare has not been ticketed, you will see a note at the top of the “Trip Overview” page (A). 
Additionally, the trip status (B) and flight segment (C) will be labeled “Confirmed” instead of 
“Ticketed.” 

 

A 

B 

C 
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In these cases, it is recommended to cancel the initial booking and rebook with the changes 
needed. 

 

3.2.2 Airfare is ticketed 
The airfare must be ticketed to make a change to the flight. 

If the airfare has been ticketed, the trip status will be “Ready” (A). Additionally, the flight segment will 
be labeled “Ticketed” (B). 

 

A 

B 

B 
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Click “Change Flight.” 

 
A pop-up will appear. The only changes to booked travel allowed within Concur are changes to the 
travel date and/or time. To make additional changes to your booked travel, contact CI Azumano. 
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4. Enter the Search Parameters 
4.1 Change the Date 
If you need to change the flight dates, find the “New Dates” box. There are two ways to choose new 
travel dates: type the dates or select them on a calendar.  
 
4.1.1 Type the dates 
Click the “New Dates” box. Delete the current dates. Type the new travel dates.  

 
4.1.2 Select on a calendar 
To use the calendar to select new travel dates, click the calendar icon under “New Dates.” 

 
A pop-up window will appear with a two-month calendar view. Select the desired departure date 
first, then select the desired return date. Once selected, the travel dates will appear blue.  
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4.2 Change the Time 
If you need to change the flight times, check the flight(s) for which you need a new time. 

 
To specify a time preference for the new flights, click “Time Preferences.” 

 
In the pop-up, use the “Search By” drop-down menu to determine whether you want to search by 
“Arriving” or “Departing” time. 
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Use the “Time” drop-down to specify the time of day.  

 
Repeat this step for any additional flights’ departure or arrival time, if desired.  

 
Once the time preferences have been set, click “Done.” 



 

Page 13 of 29 
 

HOW TO CHANGE AIRFARE 

Once the new dates and times have been specified, click “Continue.”  
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5. Change Flights Page 
The “Change Flights” search results page will load. At the top of the page, you will see the currently 
booked flight(s).  

 
Below the current flights, you will see more search parameters. These are not required but can be a 
helpful tool to help you find a flight that best meets your needs. 

 

5.1 Flight number 
If you are searching for a specific flight, enter it in the “Flight Number” search box and click the 
magnifying glass icon to search.  
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5.2 Matrix 
Click “Matrix” to see a comparison of the most popular flights for the search parameters. Since this is 
a flight change, only the booked carrier and fare type will appear in the matrix. 

 

5.3 Number of Stops 
Click “Number of Stops” to change the number of stops for the flight results.  

 
5.4 Carriers 
Click “Carriers” to choose a specific vendor. Since this is a flight change, only the booked carrier will 
appear in the drop-down menu.  



 

Page 16 of 29 
 

HOW TO CHANGE AIRFARE 

5.5 Time Frame 
Click “Time” to change the departure and/or arrival time frames. Edit the time frame by moving the 
arrows.  

 
5.6 Flexibility 
Click “Flexibility” to search for the flexibility on the refund. Since this is a flight change, only the 
booked fare type’s flexibility will appear in the drop-down menu.  

 
5.7 Sort By 
The search results will be sorted from most to least recommended. To change this, click “Sort by…” 
and select the sorting you prefer.  
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5.8 Show Details for All Flight Results 
To see all flight details, turn on the “Show Details” toggle. This expands the results for all flights that fit 
within the search parameters. This can also be done individually. See section 5.10 of this document 
for more information. 

 
 

5.9 Clear All 
To remove all the added search filters, click “Clear All.” 

 
 

5.10  Flight Details 
Review the flight options. Click a flight to see the fare details.  

               
 
To exit the flight detail view, click the arrow. 
 

 
 
To see the flight details for all flights, see section 5.8 of this document.  
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5.11  Icons 
While searching for flights, you may see different icons.  
Icon Icon Description What the Icon Means 

 Star This is the least cost, logical 
fare. 

 Caution This is out of policy but allowed 
with a justification. Click the 
icon to see what policy is being 
violated.  

 Hands shaking This is the recommended 
airfare. 

 Red “X” This is out of policy and not 
allowed. Click the icon to see 
what policy is being violated.  

 

5.12  Select the Fare 
Once you have reviewed the options and are ready to select the new flight, click the white “Select 
Fare” button.  

 
The flight change may incur an additional cost. See the amount above the “Select Fare” button for 
the additional cost for this new flight. 
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5.13  Multiple Flights 
If booking multiple flights, the flights that fit the search parameters will appear after the prior flight has 
been selected. Follow the steps in section 5 of this document for each flight to be changed.  
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6.  Review and Change Page 
You are now on the “Review and Change” page.   

 

6.1 Flight Itinerary 
Review the new flight information. Click “View Flights and Fare Details” if needed.  
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6.2 Select Seats 
If the flight is with a carrier that allows seat selection at the time of booking, you may choose seats 
here. Click “Select Seats” for each flight.  

 
In the pop-up, 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.  
Click “Save Seats” (A) to save your choice. Click “Next Flight” (B) or “Return” (C) to choose your seat 
for the next flight.  

 

B 

C 

A 
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6.3 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).  

 

6.4 Estimated Cost of Change 
Review the price summary in the “Estimated Cost of Change” section of the page.  
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The cost for the previously booked flights (A) will be listed above the cost for the new flights (B). 

 
Click “Taxes, fees, & charges” to see the associated costs.  

 
 
 

A 

B 
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6.5 Payment 
As noted in the Estimated Cost of Change section of the page, any credits or additional charges will 
be applied to the original form of payment. The originial form of payment is your agency’s required 
payment method. You will not be able to change the payment method or access the payment card 
information.  

 
 

6.6 Accept Rules, Restrictions, and Policies 
Review the rules and restrictions and if you agree, click the “I have read…” button.  
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6.7 Confirm Change 
If you need to make additional changes to the flight(s) or are not yet ready to make the change, 
click “Cancel Change.” If all is correct and you are ready to make the change, click “Confirm 
Change.”  
 

 
 

You have not finished making the change! 
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7.  Trip Overview Page 
The “Trip Overview” page will reload. There may be a note to let you know the change is being 
processed.  

 
If your agency participates in Concur’s pre-trip approval process, your Travel Manager will be notified 
of the trip change. The trip does not need to be approved again. See ‘Concur Pre-Trip Approval 
Guide’ for more information. 
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8. Trip Change Confirmation 
8.1 Email from CI Azumano 
Once the change has been processed, you will receive an email from Concur with the updated  
travel information. Once you have received this email, your travel changes are complete. 

 

8.2 Updated Itinerary on Concur 
Additionally, the updated travel information will be available to view in your “Trip Library” within 
Concur.  
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You can see the change (A), approval (B), and booking (C) dates by clicking “Trip History.” 

 

8.3 Ticket Exchange Information 
CI Azumano will send an email with the ticket exchange information after the new ticket has been 
purchased. This email shows that the original ticket (A) has been exchanged for the new flight (B). 
Any credits or debits will be made directly to the original form of payment (C).  

A 
B 

C 

A 

B 

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

9.1 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 
 

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

o Airfare Resources for Government Travel 
Find the following videos and guides on the Statewide Travel Program Training Resources Page: 

o Air Travel 101 
o How to Add to An Existing Itinerary  
o How to Book a Rental Car  
o How to Book a Train 
o How to Book Lodging 
o How to Cancel Travel  
o How to Log into Concur  
o How to Set up a Profile in Concur  
o Passive and Hard Stop Approval Information  

 

9.3 Compliance 
This information applies to executive state agencies only.  

o SAM 4117 Guide 
o SAM 4117.1 
o SAM 4117.1 Violation Reason Codes Legend 
o State Travel Policy Resources 

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/Airfare
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
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/4100/4117-1
https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Forms/Travel-Policy/Policy-Violation-Reason-Codes-July-2025.pdf
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/State-Travel-Policy?search=policy%20violation%20codes
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