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HOW TO LOG INTO CONCUR

1. General Information

To access Concur, reach out to your agency Travel Coordinator(s). You can also check
out the video and/or guide ‘How Does a Traveler Request Access to Concur?’

Upon accessing Concur, you need to complete your profile before any trips can be
booked.
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2. How to Log into Concur

2.1 Go to Concur's log in page.
There are two ways to access the Concur log in page.
2.1.1 Cl Azumano Website

Go to the Cl Azumano website at: www.caltravel.ciazumano.com. It is recommended
to bookmark the CI Azumano webpage for your future reference.

+1(877) a5

[ICIAZUMANO s DGS

WELCOME TO A BETTER TRAVEL EXPERIENCE Print My Invoice.

. Concurlogin
Concur Quick Start Gide QuicKLNKs

> Aport Delays & Closure

@ Travel Tools&Rasources > Check Fight status

{7} DGSResources
X .

> National & Local Weather

> Visa[Passport information

o PrintMyInvoice
(GRAS) Locate and print you

Contact an Agent 24/7

+1(877) asa-TRVL

At the top of the page, click “Concur Login.”

+1(877) 454 TRVL (8785) | caltravel@ciazumano.com

1€ AZUMANO n DGS Ho brint My Invoice  Travel Tools DGS Resources iBank Contact Us

WELCOME TO A BETTER TRAVEL EXPERIENCE Print My Invoice

2.1.2 Concur Website
You can also go straight to Concur at: www.concursolutions.com. It is recommended to
bookmark the Concur webpage for your future reference.

EX7 concur @ English (US) v

O Remember me

Forgot username

Need help signing in

Learn about SAP Concur for your business
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HOW TO LOG INTO CONCUR

2.2 Enter Your Username

Your agency Travel Coordinator will provide your username to you after they have
granted you access to Concur.

Enter your username under “Username...”

Signin

Username, verified email address, or SSO code

@dgs.ca.gov

O Remember me

Forgot username

Need help signing in

Learn about SAP Concur for your business

Click 'Next.'

sSignin

Username, verified email address, or SSO code

(@dgs.ca.gov

Next

C) Remember me

Forgot username

Need help signing in

Learn about SAP Concur for your business
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HOW TO LOG INTO CONCUR

2.3 Enter your Password

Your agency Travel Coordinator will provide your password to you after they have
granted you access to Concur.

Click "SAP Concur Password.”

< Signin

@dgs.ca.gov

Sign in with:

I SAP Concur Password I
OR

Sign in with an Email Link

Learn about SAP Concur for your business

Enter your password then click “Next.”

< Signlin

@dgs.ca.gov

Password

Forgot password

Need help signing in

Learn about SAP Concur for your business
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HOW TO LOG INTO CONCUR

2.4 Forgot Password

If you forgot your password, click forget password.

< Signin

@dgs.ca.gov
Password

I Forgot password I

Need help signing in

Learn about SAP Concur for your business

Enter your email. This must be the same email that is linked to your Concur profile. Click
“Send.”

< Forgot Username

Enter the email address associated with your account. We will
send an email with your username.

Email

Learn about SAP Concur for your business
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HOW TO LOG INTO CONCUR

If your email is linked to a Concur profile, you will receive an email from Concur to
proceed with resetting your password. You may exit the webpage, as the Concur email
will contain a link to reset the password.

Forgot Username

If you have provided a valid email address, your email should
be arriving momentarily.

If you de not receive an email, please check your spam folder
or contact your company administrator for support.

Return to Sign In

Learn about SAP Concur for your business

2.4.1 Reset password received
You will receive an email from Concur with the link to reset your password. Click the
“Reset Your Password” link within the email.

Password Reset Request I

N noreply@concur.com
b

(i) If there are problems with how this message is displayed, dick here to view it in a web browser.

DGS

| CAUTION: This email originated from @ NON-State email address. Do not click links or open attachments unless you are cer|

SAP Concur w
Password Reset Request

Hello William Never,
To reset the password associated with Login ID dgs ca.gov. please

click on the following button
Reset Your Password

If the button is not working correctly or is not being displayed, please copy and paste the
link below into your browser.
https://us2 concursolutions.com/nui/signin/reset/password?

This link will expire in 24 hours.

If you are experiencing difficulty with this link and require assistance, please contact your
program administrator at your company.

Kind Regards, Customer Support Concur Technologies, Inc
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HOW TO LOG INTO CONCUR

The link will take you to the “Reset Password” page.

| Reset Password |

Your company requires your password to meet these
requirements:

« Be between 8 and 255 characters
« Be different from your last 4 passwords

New Password @

Confirm New Password

Learn about SAP Concur for your business

Enter the new password, ensuring it meets Concur’s password requirements. Click
“Submit.”

Reset Password

Your company requires your password to meet these
requirements:

+ Be between 8 and 255 characters
= Be different from your last 4 passwords

New Password @

Learn about SAP Concur for your business

2.4.2 Password accepted
If the password meets the requirements, a note will appear to let you know the
password reset has been successful.

Your password has been successfully changed. Please sign in
with your new password.

Return to Sign In

Learn about SAP Concur for your business
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HOW TO LOG INTO CONCUR

Click “Return to Sign In” and start the sign in process from the beginning. See section 2.2
of this document for additional information.

Success

Your password has been successfully changed. Please sign in
with your new password.

I Return to Sign In I

Learn about SAP Concur for your business

2.4.3 Password requirements not met

If the password does not meet the requirements, Concur will let you know by
highlighting the password box in red and adding an “X" next to the requirement that is
not met.

Reset Password

Your company requires your password to meet these
requirements:

. 'Be between 8 and 255 characters
. XBe different from your last 4 passwords

€ New Password Q

9 Confirm New Password

Learn about SAP Concur for your business
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HOW TO LOG INTO CONCUR

Enter a new password that meets the requirements and click “Submit.”

Reset Password

Your company requires your password to meet these
requirements:

« “Be between 8 and 255 characters
« XBe different from your last 4 passwords

Q New Password @

Q Confirm New Password

[TTTTTTTrrrrrrrre.

Learn about SAP Concur for your business

2.4.4 No reset password email received

If you do not receive an email from Concur, check your spam/junk folders. If you still do
not see the email, reach out to your agency Travel Coordinator(s) for additional
assistance.

2.5 Two-Factor Authentication

Enter the two-factor authentication. If you would like information on how to set up two-
factor authentication, please see the video and/or guide ‘How to Set Up 2FA (two-
factor authentication).’

< Signlin

@dgs.ca.gov
Two-factor Authentication

Enter the authentication code generated by the authenticator
app on your mobile device or browser.

6-Digit Authentication Code |

Unable to enter authentication code

Need help signing in

Learn about SAP Concur for your business
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HOW TO LOG INTO CONCUR

Click "Signin.”

< Signin

@dgs.ca.gov

Two-factor Authentication

Enter the authentication code generated by the authenticator
app on your mobile device or browser.

6-Digit Authentication Code

970067

Unable to enter authentication code

Need help signing in

Leamn about SAP Concur for your business

The Concur homepage will load.

= EI”concur 2o @
@ Home .
Hello, William
0 Travel > April 29, 2026
& Approvals >
Plan a Trip
(€ Reporting > B Find and book fiights, hotels, and

rides for your business trip

£$ App Center

Company Notes
% Administration >

[ S AZUMANO

& Booking for myself | Book for a guest

+ A2 = A Icome to Concur, d by CLA Travel

Read More

For travel questions, please email
DGSTravel@dgs.ca.gov

Is your driver's license REAL ID compliant?

A new form of identification will be Approvals
required for ai travel within the U.S.

starting May 7, 2025,

Click here for more information on REAL
ID.

Flight Search

| Round-trip One-way Multi-city

e No Approvals

If this is your first time logging in, you must complete your Concur profile before being
able to book. See the video and/or guide ‘How to Set Up a Concur Profile’ for more
information.
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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 Cl Azumano

Email: CalTravel@ciazumano.com

Travel Agents: (877) 454-8785 (use only if trip is in progress)
o ClAzumano 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 Set Up a Concur Profile

o How Does a Traveler Request Access to Concur

o How to Set Up 2FA (two-factor authentication)
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