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HOW TO SHARE A TRIP

1. How to Share a Trip
1.1 Find the Trip

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

To find the trip, click “Travel,” “Trip Library.”

= 7 Concur

=5 2 Travel Home

Plan a Trip
Find and book flights, hotels, and
rides for your business trip.

$ Arrangers

Trip Library

==t FOT BETA TESTER 3

Company Notes

Wi,

Find the trip you would like to share. Click “View Trip Details.”

Trip List

Y All Filters ~ [Trips (1) ~ J [Trip Status v J

Trip - San Diego
Monday, March 16, 2026 - Tuesday, March 17, 2026

B8R  Record Locator: FPGH2Y

Confirmed [ 4~

Approval: Approved  Your trip has been approved (approver name: ).

Search Trip Name Q

1T Sort by Earliest Trip Start Date

1.2 Send the ltinerary

In the upper right corner of the “Trip Overview" page, click “Send Itinerary.”

Trip Overview

Trip Statuy Record Locator  Trip Name. Date

Send ltinerary  MBack to Homepage
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HOW TO SHARE A TRIP

A pop-up will appear. Enter the email address under “Recipients.”

Send ltinerary

Recipients *

@dgs.ca.gov

Cohine: ¥ 1EMEN

Enter a subject, such as the frip’s name.

Send ltinerary

Recipients *

[@dgs.ca.gov

Subject * 15/150

LA Trip January

Messapge 44/500

If desired, add a message to be shared with the recipient.

Send ltinerary

Recipients *

@dgs.ca.gov

Subject * 15/150

LA Trip January

Message

Here is the trip information you requested.
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HOW TO SHARE A TRIP

Click “Send.”

Send ltinerary

Recipients *

[@dgs.ca.gov
Subject * 15/150
LA Trip January
Message 44/500

Here is the trip information you requested.

Page 5 of 7



2. Shared ltinerary

The recipient will receive an email from Concur Travel.

Shared Itinerary: LA Trip January

. Repl & RIAII| F dH‘H---|
cT Concur Travel Bnoreply@concursolutions.com: ‘© | 3 Resly | © Reply > Forvar J .ﬁ. L
= 2DGS Wed 2/25/2026 11:04 AM

@ If there are problems with how this message is displayed, dlick here to view it in a web browser.

»

CAUTIOMN: This email originated from a NON-State email address. Do not click links or open attachments unless you are certain of the sender’s authenticity.

=YY Concur

Here is the trip information you requested.

Trip Confirmation

The email will show the trip status, traveler’'s name, and additional booking information.

=¥ Concur

Here is the trip information you requested.

Trip Confirmation

Trip Status:

Canceled

Traveler:
EOT BETA TESTER 3 Mever

Dates:
01/13/2026 - 03/17/2026

Record Locator:
FLPT3L

Rail

Status: Cancelad Confirmation: 53E03D

49.22kg COe

01/13/2026

Sacramento, CA - Sacramento Coach Seat - Flex +
Valley Station (SAC) - Bakersfield,Amtrak Connection
CA (BFD) Seat - Flex

05:20 pm -10:51 p Class: Coach
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3. Additional Resources

As a fraveler, your first resource for all fravel-related inquiries is your agency Travel Coordinator(s).
Other helpful resources are:

3.1 Cl Azumano

Email: CalTravel@cigzumano.com

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

o ClAzumano Travel Tools and Resources
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:

Assigning a Travel Arranger/Assistant
How to Assist or Arrange a Trip

How to Book a Car Rental

How to Book a Train

How to Book Air

How to Book Lodging

How to Log infto Concur

O O O 0O O O O
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