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1. General Information 
To avoid excess booking fees, please book all components of travel within the same itinerary. 
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2. Booking a Train Within a Multi-Component 
Trip 
All multi-component trips are booked in the same order in Concur – air or train, car rental, then hotel. 
Complete all steps of booking train travel (section 3 of this document), then add the additional 
segments of travel when you reach the ‘Travel Details’ page. Please see 'How to Book a Car Rental,' 
and/or ‘How to Book a Hotel’ for more information. 
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3. Booking a Train Only 
3.1 Train Search 
Once you've logged into Concur, click the train icon.  

 

The trip defaults to ‘Round Trip,’ but you can also search for ‘One Way’ travel by selecting that 
option.  

 

Add a city in the 'From' and 'To' boxes.  
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Now, complete the 'Departure' and 'Return' information. You can specify the time of day you would 
prefer to travel.  

 

Click the blue 'Search Trains' button once you are ready to see rail options.  
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3.2 Choose a Train 
Review the ‘Departing Train’ options and choose the one that is most economical based on trip 
specifications.  
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At the top of this page, you can edit the train search if needed: specify departure and arrival times 
and dates and number of train changes.  

 

To see the travel details, click on the box that shows the price. This will show you connection 
information (if applicable), seat reservations, and vendors. 
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Once you've found the train trip you’d like to book, click ‘Select Fare.’  

 

Now, complete the steps outlined in section 3.2 of this document to book the ‘Return Train.’  

 

3.3 Review and Book Page 
You are now on the 'Review and Book’ page.  
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Confirm the ‘Train Itinerary’ information. Click ‘View Train Details’ for more information. 

 

Confirm that the ‘Traveler Information’ is accurate and matches the photo identification you will 
provide upon check in. You may be turned away if the name on your identification does not match 
your reservation. 

 

If changes need to be made, click ‘Change selections’ under the ‘Estimated Total Cost’ section and 
complete the edits.  
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Confirm the ‘Form of Payment’ is correct. Read the ‘Fare Rules’ and ‘Restrictions and Amtrak Terms 
and Conditions,’ which are linked above the blue ‘Book and Continue’ box. Accept the terms. 

 

Click 'Book and Continue’ to continue the booking process. 
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3.4 Finalize Page 
Now on the screen is the ‘Finalize’ page, which shows you the overview of what you have chosen. 
You have not finished booking the trip! 

 

The first section is ‘Trip Overview.’ Here, you will specify what the trip is for. For 'Trip Name,' give it a 
name that will be easy to identify. Under 'Trip Description,' you can add more details about what the 
trip is for.  
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Review the trip information to ensure accuracy. Click the arrows to see details.  

 

The next section is ‘Travel Policy.’ Here, you will see if your agency has an approval process built into 
Concur.  

 

Next, we have ‘Additional Information.’ You need to select the choice that is most accurate for this 
trip. Each agency has customized the options, so yours might look different.  
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On the right side of the page, you see the ‘Estimated Total Cost’ section as well as the ‘Would you 
like to book anything else?’ section.  

 

We recommend completing the ‘Would you like to book anything else?' section first. If you would like 
to add a hotel or rental car to this trip, click on those options. See ‘How to Book Lodging’ and/or 
‘How to Book a Car Rental’ for more information.  

If you want to cancel, click ‘Cancel Trip.’ 

If you want to pause the booking, click ‘Hold Trip.’ 

Click ‘Finalize Trip’ to continue the booking process. 
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3.5 Travel Details Page 
You are now on the ‘Travel Details’ page. You have not finished booking the trip! Review the ‘Trip 
Overview’ and ‘Reservations’ sections.  

 

Add to your travel by clicking ‘Add a Hotel,’ ‘Add a Car Rental,’ or ‘Add to your Itinerary.’ 
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Click ‘Cancel Trip’ to cancel. Click ‘Next’ to continue the booking process. 

 

3.6 Trip Booking Information Page 
You are now on the ‘Trip Booking Information’ page. You have not finished booking the trip! 

 

The information you added on the previous ‘Finalize’ page will automatically be filled in. Edit any 
information needed.  

Click ‘Display Trip’ to see the trip information. 

Click ‘Previous’ to go back. 

Click ‘Cancel Trip’ to cancel. 

Click ‘Next’ to continue the booking process. 
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3.7 Trip Confirmation Page 
You are now on the ‘Trip Confirmation’ page. You have not finished booking the trip! Review the 
information.  

 

Click ‘Display Trip’ to see the trip information. 

Click ‘Previous’ to go back. 

Click ‘Cancel Trip’ to cancel. 

Click ‘Confirm Booking’ to finish the booking process. 
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3.8 Finished Page 
Please note that your travel is not booked until you have reached this page!  

You have now booked a train ticket. Please note that your travel manager may have to approve the 
trip. Please see ‘Passive and Hard Stop approval Information’ for more information.  

You can see your trip record locator on this page.   

 

Click ‘Print Itinerary’ to print or save the itinerary as a PDF. 

Click ‘E-mail Itinerary’ to email the itinerary to a specific person. Please note that you and your 
Primary Travel Arranger (if you have one) will always receive an itinerary via email.  

Click ‘Return to Travel Center’ to return to Concur’s home page.  
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4. Itinerary 
There are a few ways you can find the itinerary.  

4.1 Confirmation Email 
Once you have booked the travel, you will receive an email from Concur Travel with the trip 
information.  
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4.2 Trip Library 
If you need to view, cancel, or edit the trip, you can do so at any time by logging into Concur and 
clicking ‘View Trips.’ 

 

That will open your ‘Trip Library,’ where you can click on the trip name to view or edit it or click the 
‘Cancel Trip’ link to cancel it. Please see ‘How to Add to An Existing Itinerary,’ ‘How to Change a 
Booking,’ and/or ‘How to Cancel a Booking’ for more information.  
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5. Additional Resources 
As a traveler, your first resource for all travel-related inquiries is your agency Travel Coordinator(s). 
Other helpful resources are:   

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

How to Add to An Existing Itinerary 

How to Book a Car Rental 

How to Cancel a Booking 

How to Change a Booking 

Passive and Hard Stop Approval Information 

Setting up a Profile in Concur (Video) 

Statewide Travel Program Training Resources Page 

 

5.2 CI Azumano 
CI Azumano Webpage  

Concur Login Page 

Email: Caltravel@ciazumano.com 

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

 

mailto:StatewideTravelProgram@dgs.ca.gov
https://www.youtube.com/watch?v=9A0lhHuGgN8
https://www.youtube.com/watch?v=VbrPrgV5PJo&list=PLaCRb19DMOL0ZfmuXaYyveJG61MRaCKOH&index=2
https://www.youtube.com/watch?v=WayhPPevhXg
https://www.youtube.com/watch?v=Or-1DQ7T2_U
https://www.youtube.com/watch?v=_GbHcUzER-A
https://www.youtube.com/watch?v=TlZ1LCXIE7Y
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
https://caltravel.ciazumano.com/
https://www.concursolutions.com/
mailto:Caltravel@ciazumano.com
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