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What are Virtual Cards?
Virtual Card Numbers (VCN) are a direct bill form of payment available for 
employees to use when paying for lodging on official business travel. 

Virtual Card Numbers are only available via Statewide Travel Program’s Travel 
Payment Services contract and contracted Travel Management Services 
provider. 
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What are Virtual 
Cards?

Virtual Card Highlights
o Issued under the Travel Management Services contract 

(CI Azumano), through Conferma, a third-party 
provider.

o Cardless account; single-use virtual cards deployed.
o Auto-generated hotel authorization form for each hotel 

booked in Concur or with CI Azumano.
o Merchant, date, and amount specific.
o Covers room, tax, resort fees, and parking.
o Conferma mobile app for travelers to help manage the 

virtual card reservation. 



Key Benefits

Back-End Controls
o Limited Merchant Category Code (MCC) use to be charged 

by the hotel/property only.
o Restricted to pay for room, tax, resort fees, and parking.
o Only charged thirty (30) days prior to check-in to five (5) days 

post check-out. 
o Travel Coordinators can manually deploy cards in the 

Conferma portal for emergencies.



Key Benefits
Conferma App



Key Benefits
Reconciliation
o U.S. Bank Statement
o Transactions are identifiable
o Dispute
o 24/7 support from U.S. Bank



Key Benefits
Reconciliation
Report – Transaction Reports

Contains transactional data provided by U.S. Bank alongside the booking data captured 
in Concur. When the transactions are received by Conferma, it auto-matches the 
transactions to the booking, giving you a detailed breakdown of the transactional spend 
along with any custom data fields.

o Transaction Data:
o Transaction Date
o Transaction Post Date
o Transaction Account Amount
o Transaction Merchant Narrative
o Transaction Card Last Four Digits

o Booking Data:
o Deployment Name
o Supplier Reference
o Traveler Name
o Hotel Arrival Date
o Hotel Departure Date



Key Benefits
Reconciliation
o Receipt Collection

o Automatic receipt chase (90% 
success rate)

o Traveler can submit receipt via 
Conferma app (highly 
recommended)



Key Benefits
o Removes the need for a travel card issued directly to the traveler.
o Solves a payment challenge for infrequent travelers / non-profiled travelers.
o Relieves travelers from bearing the cost of business-related lodging on their 

personal credit cards.
o Reduces the need for travel advances and reimbursement.
o Reduces exposure to payment fraud.
o Automatically sends authorization form to hotel after the reservation is booked.
o Online reporting/accounting tool, SNAP, to assist with reconciliation process. 
o Reports
o Receipts
o Transaction details
o Full virtual card numbers
o Ability to generate new virtual cards



Key Benefits
Additional Uses
o Conferences
o Lodging for Emergency Response
o Group Bookings
o Guest Bookings
o Manual Deployments



How Virtual 
Cards Work

Step-by-Step Process for Using Virtual Cards
1. Hotel is booked through Concur or with a travel agent.
2. Conferma automatically generates a virtual card for the 

hotel reservation.
3. Conferma emails or faxes a credit card authorization form to 

the hotel when the reservation is booked, and again on the 
day of check-in.

4. Traveler checks in and provides a personal credit card for 
incidental hold/charges.

5. Virtual card is processed for payment at check-out.
6. U.S. Bank receives the transaction.
7. Agency receives a monthly U.S. Bank statement for all virtual 

card transactions.



How Virtual Cards Work
Credit Card Authorization Form Example



How Virtual Cards Work
How to choose the virtual card to pay for lodging within Concur.



How Virtual Cards Work
Changes and Cancellations
o Pre-trip – online through Concur.

o Mid-travel – by calling CI Azumano at 
(877) 454-8785, available 24/7.

Please note: use of a virtual card does not 
change the hotel’s cancellation policy.



How Virtual Cards Work
Hotel Check-In
Upon check-in, hotel front desk should 
indicate room/tax has been authorized.

o Use term “pre-authorized,” “pre-paid,” or 
“company paid.”

o Personal credit card still required for 
incidentals.

If the hotel cannot find the credit card 
authorization form, open the Conferma app 
to resend.

Those without the app must call their 
agency Travel Coordinator(s) for assistance.



How Virtual Cards Work
Hotel Check-Out
o Check out at the front desk.

o Request both folios
o One for the virtually paid room, tax, parking, and fees.
o One with the personal/incidental expenses charged to the traveler’s personal credit card.
o Ensure each card has been charged for the correct items.

o Upload folio with Conferma app. Those without the app can scan the folio and send a 
copy to the accounting department.



How Virtual Cards Work
Upload the folio using the Conferma app
1. Find the hotel stay and click “Receipts.”

2. On the receipts page, you will see any 
documents uploaded for that stay. 

3. If you need to upload a folio, click “Add new 
receipt.” 

4. There are three (3) different methods to add a 
folio:

a) Take a picture or upload an existing picture from 
your phone’s library.

b) Upload a document.
c) Send an email with the folio to be uploaded to 

ConfermaPay.



How Virtual 
Cards Work
Conferma Payment Voucher



How Virtual Cards Work
Sample Itinerary with VCN Deployment



Next Steps

Enrollment
o Contact Statewide Travel Program 

at StatewideTravelProgram@dgs.ca.gov,  
Attention: Virtual Card Program Enrollment

Training
o Training for travelers

o Training for agency Travel Coordinators and 
Accountants on Conferma SNAP tool

mailto:StatewideTravelProgram@dgs.ca.gov


Next Steps

Implementation Timeline
o Virtual Card Program implementation is roughly 

30 to 45 calendar days:
o 25 days for U.S. Bank to build the Virtual Card 

Account (VCA).
o 5 days for CI Azumano and Conferma to load 

and test the virtual card.
o Training for travelers, travel coordinators, and 

accountants expected to be completed 10 
days prior to going live with virtual cards.



Next Steps
CI Azumano
o CI Azumano Website
o Concur Website
o Call: 1 (877) 454-8785
o Email: CalTravel@ciazumano.com 

Conferma Mobile App
o Conferma support team at: 

AppUsers@conferma.com 

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

o Virtual Payment and Virtual Card Number 
Resources 

https://caltravel.ciazumano.com/
https://www.concursolutions.com/
mailto:CalTravel@ciazumano.com
mailto:ppUsers@conferma.com
mailto:StatewideTravelProgram@dgs.ca.gov
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Virtual-Payment-and-Virtual-Card-Number
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Virtual-Payment-and-Virtual-Card-Number


Q&A
If you have a question, please type it in the Q&A or raise your hand and we will 
unmute you.

We will not be addressing questions that are unrelated to the topic of Virtual 
Card Program. 
As a reminder: the recording of this meeting, this PowerPoint, and the completed 
Q&A will be emailed by the end of next week. 



5 Minutes Left
We will do our best to answer all questions within the 
time we have left. If we are unable to get to your 
question, we will send a response via the Q&A 
document.

Please complete this feedback form to help us plan 
future trainings.

Subscribe to our Travel Updates

https://forms.office.com/Pages/ResponsePage.aspx?id=sfdF6tcHqEm49TcTbsk4Lccj6dxDyqJDj8GyggQ0ZZxUREU5RlJYMkxRNTRGV0dEVFFCUU1XSjNYQy4u
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpublic.govdelivery.com%2Faccounts%2FCADGS%2Fsubscriber%2Fnew%3Ftopic_id%3DCADGS_128&data=05%7C02%7CPaola.BredbergClark%40dgs.ca.gov%7C84e1892c37484ceefd7f08dd3b1dc144%7Cea45f7b107d749a8b8f537136ec9382d%7C0%7C0%7C638731721771333316%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=1KcDdWJDO6T6H8p3osMuSFdsNy6NpU5P68l73y2CH%2Bw%3D&reserved=0


THANK YOU!
An email will be sent with the recording of this 

meeting, this PowerPoint, and the completed Q&A by the 
end of next week.
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