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1.  Instructions for Travelers  
As a traveler, you can make changes to your Concur profile as needed. See the video and/or guide 
‘How to Set Up a Profile in Concur’ for more information.  

Travelers do not have permission to make changes to other agency traveler profiles.  

 

Important: Travelers are unable to change their first/middle/last name or manager. To make changes 
to those areas, you need to reach out to your agency Travel Coordinator(s). 
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2. Instructions for Travel Coordinators 
Only accounts that are part of the “Travel Administrators” group in Concur can edit an agency 
traveler's name, manager, or group membership.  

All agency Travel Coordinators should be listed as “Travel Administrators” for their agency. See section 
2.5 of this document for more information.    

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

Click “Administration,” “Company Admin.” 

 

2.2 Find the User 
When the page loads, click “User Administration.” 
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Type the user’s name in the search bar. Click “Search.”.  

 
A list of employees with Concur profiles that meet the search criteria will appear. Review the names. 
Once you have found the correct user, click on their name. This will pull up their User Details.  

 
The “User Details” page will load for the traveler you selected.  
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2.3 Edit the Traveler’s Name 
Edit the traveler’s name where necessary. Be sure to spell it correctly. Travelers may be turned away if 
the name on their photo identification does not match their travel reservations.   

A. “First Name” - highlight the current name, delete it, and type the updated name. 
B. “Middle Name” – highlight the current name, delete it, and type the updated name. If the user 

does not have a middle name, leave the field blank. 
C. “Last Name” - highlight the current name, delete it, and type the updated name.  

 

Make other desired changes, if necessary. Continue to section 2.6 of this document once all changes 
have been completed.  

2.4 Edit the Traveler’s Manager 
Under “Travel Settings,” find the “Manager Name” section.  

 

2.4.1 Change the Manager 
To change the manager, click “Edit.” 

 

A B C 
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In the pop-up that appears, enter the manager’s name and click “Search.” 

 

A list of employees with Concur profiles that meet the search criteria will appear.  

 

Once you have found the correct user, click “Select” next to their name.  

 

The pop-up will disappear, and the manager selected will appear in the “Manager Name” box.  

 

Make other desired changes, if necessary. Continue to section 2.6 of this document once all changes 
have been completed.  
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2.4.2 Remove the Manager 
To remove the manager from the user’s profile, click “None.”  

 

The name will disappear from the “Manager Name” box.  

 

Make other desired changes, if necessary. Continue to section 2.6 of this document once all changes 
have been completed.  

2.5 Edit the Traveler's User Group Membership 
Under “Travel Settings,” find the “User Group Membership” section.  

 

If the traveler is an agency Travel Coordinator, click “Travel Administrators.” This will give the user 
permissions to add/modify/delete agency Concur profiles, access all agency traveler profiles, and 
more. This user group membership option is not to be checked for people who are simply Travel 
Assistants/Arrangers.  

 

Important: Do not click the other permissions/checkboxes, as they are not applicable to anyone 
outside of the Statewide Travel Program.  

 

 

Make other desired changes, if necessary. Continue to section 2.6 of this document once all changes 
have been completed.  
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2.6 Save the Changes 
Ensure the “Password” box is blank to avoid changing it. 

 

Click “Save.” There is a save button at the top and bottom of the page. Either will save all changes 
made to the profile.  

 
The “User Administration” page will reload. No further action is needed.   
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3. Additional Resources 
As a traveler, your first resource for all travel-related inquiries is your agency Travel Coordinator(s). 
Other helpful resources are:   

3.1 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 

 

3.2 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 Assign and Remove a Travel Arranger/Assistant 
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  

 

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/Concur-Training

	Table of Contents
	1.  Instructions for Travelers
	2. Instructions for Travel Coordinators
	2.1 Log into Concur
	2.2 Find the User
	2.3 Edit the Traveler’s Name
	2.4 Edit the Traveler’s Manager
	2.4.1 Change the Manager
	2.4.2 Remove the Manager

	2.5 Edit the Traveler's User Group Membership
	2.6 Save the Changes

	3. Additional Resources
	3.1 CI Azumano
	3.2 Statewide Travel Program


