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HOW TO BOOK A CAR RENTAL

1. General Information

To avoid excess booking fees, please book all components of travel within the same itinerary.

Enterprise is the state’s contracted vendor for car rental. Where Enterprise is unavailable, National
may be utilized. Our rates, insurance, and terms have been loaded into Concur.

Page 3 of 25



HOW TO BOOK A CAR RENTAL

2. Booking a Car Rental Within a Multi-
Component Trip

All multi-component trips are booked in the same order on Concur — air or train, car rental, then
hotel. Complete all steps of booking air or train travel. Please see the videos 'How to Book Air' and/or
'How to Book a Train’ for more information. Once you've reached the car rental page:

The pick-up/drop-off dates will default to your flight schedule. Remember to change this if necessary.

Complete the reservation by following the instructions for Booking a Car Rental Only, starting at the
Pick-up/Drop-off Location (steps 3.1.1, 3.1.2, 3.2.2).
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3. Booking a Car Rental Only

3.1 Car Rental Search

Once you've logged into Concur, click the caricon.

8 Booking for myself | Book for a guest
xa[@]n

Enter your pick-up and drop-off dates and times.

If you define your search outside of operating hours, certain branches will not populate. Pick-up and
drop-off times must be within the location's operating hours. You can view the branch hours during
the search process.

X@Em@

State of California does not reimburse for Navigational
Systems (GPS) or Ski Racks

Car Search

Pick-up date

12:00 pm w

Drop-off date
12:00 pm w

Dimlraiim mor ot

Specify whether you will be picking the car up at the ‘Airport Terminal’ or ‘Off-Airport.’

£ Booking for myself | Book for a guest

X@Em@

State of California does not reimburse for Navigational
Systems (GPS) or Ski Racks

Car Search

Pick-up date

12:00 pm w
Drop-off date

12:00 pm v

Pick-up car at

(@ Airport Terminal () Off-Airport

Please enter an airport.
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HOW TO BOOK A CAR RENTAL

3.1.1 Airport Terminal
Type the airport and select it in the drop-down menu that appears.

£ Booking for myself | Book for a guest

X@Em@

State of California does not reimburse for Navigational
Systems (GPS) or Ski Racks

Car Search

Pick-up date

DZFZE}-’ZDZS 12:00 pm
Drop-off date
UZ-’ZJ.-’ZUZS 12:00 pm

Pick-up car at

(®) Airport Terminal () Off-Airpart

enter an airpol

SMF Sacramento Intl Airport
Sacramento, CA, United States of America

MHR Sacramento Mather Airport
Sacramento, CA, United States of America

SCK Sacramento Stockton Metropolitan
Airport

Sacramento, CA, United States of America

SAC Sacramento Executive Airport
Sacramento, CA, United States of America

MCC Sacramento McClellan
Sacramento, CA, United States of America

3.1.2 Off-Airport Location
Click ‘Off-Airport,’ then click ‘Search.’

£ Booking for myself | Book for a guest

K@Em@

State of California does not reimburse for Mavigational
Systems (GPS) or Ski Racks

Car Search

Pick-up date
DZFZD.QUZS 12:00 pm w
Drop-off date
DZFZleUzS 12:00 pm W

Pick-up car at

i:l Airport Terming

Off Airport Location

|:| Return car to another location

’ More Search Options
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HOW TO BOOK A CAR RENTAL

In the pop-up, choose ‘Airport,” ‘Address,” ‘Company Location,’ or ‘Reference Point/Zip Code.’

Note: The agency's address(es) must be part of the traveler's profile in order to use ‘Company
Location’ as search criteria. For information on how to add that, please see the video 'Setting Up @
Profile in Concur' on our website.

=¥ Concur

Search for an off-airport car location

Find car locations within| 5 miles from

() Airport (_) Address

(D) Company (@) Reference Point/ Zip
Location Code

Reference Point / Zip Code
(e.g. ‘Statue of Liberty, "90210" or Alexandria, V4]

Enter the location desired and click 'Search.'

.Y concur

Search for an off-airport car location

Find car locations within | 5 miles from

Oaimport (O Address
(@ Company (C) Reference Point / Zip m
Location Code

Main Location (West Sacramento, CA)

In the new pop-up, view the choices and select a location.

ETY Concur Sign Out
Search for an off-airport car location

Find car locations within | 5 miles from

O 4irpart O Address

(® Company () Reference Point / Zip m
Location Code

Please choose a company location

Main Location (West Sacramento, CA) -

11 locations found

@ Show All

) Most Preferred
() Preferred WESTLARE NATOMAS PARK
() Less Preferrsd % El Road
(O Mot Preferred \
3
= SUNDANCE LAKE
\ &
nterprise a [ptrice” \ \ _.,._fz-:.f,—.;—,-,—r::
) 1 > £ PAS|
Prelelsrred Car Vendor for General | L\ > .
Services ! GATEWAY WEST P
how On Man |
i X @
Select Location ) P
| Setect Location ] ' b a
L > h
West Sacramento A s i |
3006 Evergreen Ave \ Y i GATEWAY
West Sacramento, CA 95691 b Y 4 CENTER .
More Info y 4 =~ \‘.\ F L \Hf_l/l],s
Mon-Fri: 07:30 am-06:00 pm Lovdal" "\ o150 ey
Sat: 09:00 am-12:00 pm ,f/ U bosmos Y,
Sun: Closed /j- i | " ANGLE |
2 AVIS 4 TRON TRIANGLE: VN[ /;___J,/’.'
n V4 v, # Elvas
Show on ina WESTEND CAP Bus e -f;f‘/ ‘.-"
Select Location e — :_—_:mﬁg':'—-"\\_ Sl t ‘-‘.f
2.21 miles = acramento 4
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https://www.youtube.com/watch?v=TlZ1LCXIE7Y
https://www.youtube.com/watch?v=TlZ1LCXIE7Y
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training

HOW TO BOOK A CAR RENTAL

Branch hours are listed below the location's address when searching. Note: If you are searching for a
car rental at a location and set the pick-up/drop-off to a time when they are closed, you won't get
any results.

Enterprise
Preferred Car Vendor for General
Services
Show On Map
Select Location

1.78 miles

West Sacramento

3006 Evergreen Ave

West Sacramento, CA 95691

Mon-Fri: 07:30 am-06:00 pm
Sat: 09:00 am-12:00 pm

Sun: Closed

3.1.3 Return Car to Another Location
If you would like to return the car to another location, check that box.

£ Booking for myself | Book for a guest

X@Em@

State of California does not reimburse for Mavigational
Systems (GPS) or SKi Racks

Car Search

Pick-up date
DZIZD.-'QEIZS 12:00 pm w
Drop-off date
02f21.32025 12:00 pm w

Pick-up car at
() Airport Terminal (@ Off-Airport

Off Airpaort Location

Return car to another lacation

You still have the option to choose ‘Airport Terminal’ or 'Off-Airport.” Follow steps 1.3.1 or 1.3.2 to
complete your search.

Search

Return car to another location

Drop-off car at

'1::1' Airport Terminal - Off-Airport

Off Airport Lecation

’ More Search Options
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HOW TO BOOK A CAR RENTAL

If desired, click '"More Search Options.'

£ Booking for myself | Book for a guest

X@Em@

State of California does not reimburse for Mavigational
Systems (GPS) or Ski Racks

Car Search

Pick-up date
02!20.-'2025 12:00 pm W
Drop-off date
EI2-“2J..-'2EI25 12:00 pm w

Pick-up car at
(@ Airport Terminal () Off-Airport
Please enter an airport.

Sacramento, CA - Sacramento Intl Airport

|:| Return car to another location

' More Search Options

Next, specify which car type you'd like to rent, whether the caris smoking, non-smoking or no
preference, and which vendor(s) you'd like to search for.

W Liore Search Options

Car Type (Select up to 3 )
Any Car Class

Mini Car

Economy Car
Economy Car Hybrid

- »

Compact Car W
smoking
Don't care b
Preferred Car Vendors
Enl:e'pfise DAW endar Y
Mational [ Alamo® .
[ Avis*
[CJBudget* v

Your company preferred vendors will be included in the
search with your preferences.

*Indicates major vendor.
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HOW TO BOOK A CAR RENTAL

Note: Enterprise is the state's most preferred vendor, and National can be used where Enterprise is not
available. If choosing a non-preferred vendor, the traveler must provide a personal credit card to
cover all costs and seek reimbursement once the trip is completed. The traveler will also need to add
insurance upon vehicle pick-up if using a non-preferred vendor.

Once your search criteria is complete, click ‘Search’ to pull up a list of cars that meet your search
parameters.

£, Booking for myself | Book for a guest

X@Em@

State of California does not reimburse for Navigational
Systems (GPS) or Ski Racks

Car Search

Pick-up date
02.'2812025 12:00 pm w
Drop-off date
02.'2112025 12:00 pm W

Pick-up car at
(@) Airport Terminal (C) Off-Airpart
Flease enter an airport.

Sacramento, CA - Sacramento Intl Airport

D Return car to another location

’ More Search Options

A message will pop up that gives instructions on how to book a Zero-Emission Vehicle (ZEV). After
reading the pop-up, click 'OK.'

Warning

(2

Zero Emission Vehicle (ZEV) rentals are not currently available to
book in Concur, but a ZEV can be requested prior to confirming
the car rental reservation. If a ZEV is desired, reserve an
Intermediate car and at the end of the booking process, select
“Yes, | would prefer a ZEV." The itinerary will indicate whether a
ZEV was booked.
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3.2 Choose a Car

Review the options and choose the one that meets the business need and your agency'’s internal
policies, based on trip specifications.

3.2.1 Required Vehicle Classes (Applies to executive branch agencies only)
Compact and Intermediate are the required vehicle classes. Reservations for any other vehicle class
(Standard, Full Size, SUV, etc.) require the DGS OFAM 100 Short-Term Vehicle Justification Form prior to

making the rental car reservation.
3.2.2 LEVs

Hybrid Vehicles and ZEVs (sedans) do not require a DGS OFAM 100 Form. State employees are

encouraged to rent ZEVs where available and feasible. If you would like to book a ZEV, choose an
infermediate car.

3.2.3 Change Search Criteria Within Search
You can make changes to your search criteria by editing the information on the left side of the page.

Compact and Intermediate are the required vehicl

Trip Summary etc.) require the DGS OFAM 100 Short-Term

Select a Car Hybrid Vehicles and Zero Emission Vehicles (ZEVs)

Pick-up: Thu, 02/20/2025 rent ZH

Drop-off: Fri, 02/21/2025 State of California does not allow the addition/reim|

@ Finalize Trip Pick up: (SMF) on Thu, Feb 2q

Return: Fri, Feb 21 12:00 PM

Hide matrix  Print / Email

-
Change Car Search

Al Compact
28 results

Pick-up date Intermediate

[oziz02025 | 12:00 pm v

date 59.10 59.50

— Preferred
[o2/21/2025 | 12:00 pm v
. [=reica]
Pick-up car at 5910 59.50
Preferrea

@ airort Terminal O Of-Aimort
Please enter an irpor.

SMF - Sacramento Intl Airport - Sacramento, ¢

[J Return car to another location

P tore Search options

.

-
Car Display Filters

[ unlimited miles

() Air conditioning

Displaying;: 28 out of 28 results.

Compact Car - $40.54 per|

Automatic transmission
Unlimited miles, Pick-up: Termi;
Adults: 2, Children: 2, Large ba
(Corparate rate)

-'*."_";M

Preferred Car Vendor for General Services

(O iyoria
Car Transmission
[ Automatic

[ Manual
S

Intermediate Car - $40.54

Automatic transmission

Unlimited miles, Pick-up: Termi

Adults: 4, Large bags: 1, Small
oo

[Cocnsroen oo

Compact Car - $540.54 per day (Galileo)

Automatic transmission

Unlimited miles, Pick-up: Terminal: SMF

Adults: 2, Children: 2, Large bags: 1, Small bags: 2@
(Corporate rate)

$59.10

Location details

Preferred Car Vendor for General Services
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HOW TO BOOK A CAR RENTAL

3.3 Review and Reserve Car Page

You will be directed to the 'Review and Reserve Car' page.

Trip Summary

[=) Car Selected

Pick-up: Thu, 02/20/2025
Drop-off: Fri, 02/21/2025

@& Finalize Trip

Review and Reserve Car

Review Rental Car
Enterprise Car Rental Location Details

Type Pick-up Drop-off
Intermediate Car Airport Terminal Airport Terminal
Features SMF: Sacramento SMF: Sacramento

12:00 pm Thu, 02/20/2025 12:00 pm Fri, 02/21/2025

Provide Rental Car Preferences

Your preferences and comments will be passed to the rental car agency.

Comments (30 character max)

Ex: Need early pick-up (10am) D Include in-car GPS system D Include ski rack

Enter Driver Information

Ensure the name below matches the 1.D. you have with you on the day of pick-up. @

Driver
Name: William Never Phone: 123456789 Email: @dgs.ca.gov ¥

Edit | Review all

Rental Car Agency Program Add a Program

Mo Program selected

. .
Review Price Summary

Description Daily Rate Dates Total
Enterprise Car Rental $40.54 Feb 20 - Feb 21 $59.50*

Total Estimated Cost: $59.50
Total Due Now: $0.00**

* Rental provider's estimated amount. Exact fees unknown. Does not include additional fees incurred during time of travel.

** Remaining amount due at rental location.

m Reserve Car and Continue

If needed, add any rental car preferences. Please note: the state of California does not allow the
addition/reimbursement of in-car GPS, ski racks, toll devices (transponders) or pre-paid fuel.

Provide Rental Car Preferences

Your preferences and comments will be passed to the rental car agency.

Comments (30 character max)

Ex: Need early pick-up (10am) \:| Include in-car GP'S system |:| Include ski rack

Make sure the driver information is accurate and matches the identification you will provide upon
pick-up. You may be furned away if the name on your identification does not match your

reservation.

Driver
Name: William Never Phone: 123456789 Email: @dgs.ca.gov v

Enter Driver Information

Ensure the name below matches the I.D. you have with you on the day of pick-up. @

Edit| Review all
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HOW TO BOOK A CAR RENTAL

If you are part of a rewards program, please select it now. If the rewards program hasn't been added
to your Concur profile, click the blue 'Add a Program' and input the information needed.

Rental Car Agency Progra

Mo Program selected v

Note: Incorrect loyalty numbers in the "Frequent-Traveler Programs" section in Concur will cause
direct-billing issues and result in a personal credit card being required at the rental counter. Please
see the video 'Setting Up a Profile in Concur’ on how to add/edit/remove that information.

Click '‘Back’ if you need to make any changes to the reservation.

- L]
Review Price Summary
Description Daily Rate Dates Total
Enterprise Car Rental $40.54 Feb 20 - Feb 21 $59.50*

Total Estimated Cost: $59.50
Total Due Now: $0.00**

* Rental provider's estimated amount. Exact fees unknown. Does not include additional fees incurred during time of travel.
** Remaining amount due at rental location.

Reserve Car and Continue

If no changes need to be made, click ‘Reserve Car and Continue’ to confirm your car.

. .
Review Price Summary

Description Daily Rate Dates Total
Enterprise Car Rental $40.54 Feb 20 - Feb 21 $59.50*

Total Estimated Cost: $59.50
Total Due Now: $0.00**

* Rental provider's estimated amount. Exact fees unknown. Does not include additional fees incurred during time of travel.
** Remaining amount due at rental location.

Back Reserve Car and Continue

3.4 Travel Details Page

Now on the screen is the Travel Details' page, which shows you the overview of what you have
chosen.

. _Travel Details
Trip Summary

() Finalize Trip Trip Overview
Revi aite

Add to your tinerary

= @

s

Reservations
Thursday, February 20, 2025

Enterp acramento US (SMF)

irmation: 2076768806COUNT

sssssss

sson A ancitoning

Add to your Itiner

Total Estimated Cost

Car: 559,50 USD
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HOW TO BOOK A CAR RENTAL

If you would like to add another car or hotel to the trip, you may do so at the top right corner. Please
see the video 'How to Book a Lodging' for more information.

I want to...
Print Hinerary
E-mail Itinerary

Trip Overview

Travel Details

Trip Name: Car Reservation at SACRAMENTO (=4 Add to your Itinerary
Start Date: February 20, 2025 @ car @ Hotel
End Date: February 21, 2025

Created: November 26, 2024, William Never (Modified:
November 26, 2024)

Description: (Mo Description Available) =at
Agency Record Locator:

Reservation for: William Never

Total Estimated Cost: $59.50 USD (Details)

Review the trip for accuracy. If any changes need to be made, click ‘Change’ for that segment of

fravel.

=)

Reservations
Thursday, February 20, 2025

Enterprise Car Rental at: Sacramento US (SMF) Cancel

Pick-up at: Sacramento US (SMF)

Pick Up: 12:00 PM Thu Feb 20 Confirmation: 2076768806COUNT
Pick-up at: Sacramento US (SMF) Status: Confirmed
Number of Cars® 1 Frequent Guest Number
Rale Gode
Return: 12:00 PM Fri Fes 21
Retuming to: Sacramento US (SMF)
Additional Details
Rate: $40.54 USD daily rate, unlimited
Total Rate: $59.50 USD Gorporate Discount

Rental Details

Intermediate / Car / Automatic transmission / Air condifioning

If you need to cancel a segment of the trip, click ‘Cancel’ next to that segment.

=)

Reservations
Thursday, February 20, 2025

Enterprise Car Rental at: Sacramento US (SMF) Chawge

Pick-up at: Sacramento US (SMF)

Pick Up: 12:00 PM Thu Feb 20 Confirmation: 2076768806COUNT
Pick-up al: Sacramento US (SMF) Stalus: Confirmed
Number of Cars: 1 Frequent Guest Number
Rate Code
Return: 12:00 PM Fri Feb 21
Retuming fo: Sacramento US (SMF)
Additional Details
Rate: 540.54 USD daily rate, unlimited
Total Rate: 559,50 USD Corporate Discount:

Rental Details
Intermediate / Car /

Automatic fransmission / Air condifioning

You can cancel the entire trip by clicking ‘Cancel’ at the bottom of the page.

Total Estimated Cost

Car: $59.50 USD

Total Estimated Cost: $59.50 USD
Remarks

BILLB FISCAL REPORTING STRUCTURE -

If you close at this
cancelled.

point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has deposit required will not be

[ I Cancel Trip |

Page 14 of 25


https://www.youtube.com/watch?v=mdi-j4Z1M_Q

HOW TO BOOK A CAR RENTAL

If all information is accurate and you are ready to book, click ‘Next’ at the bottom of the page.

Total Estimated Cost

Car:

$59.50 USD
Total Estimated Cost:

$59.50 USD

Remarks

BILLB FISCAL REPORTING 3TRUCTURE -

If you close at this point your reservation may be cancelled. Note: Any part of the trip that is instant purchase or has deposit required will not be

cancelled.
S

3.5 Trip Booking Information Page

Now you are seeing the 'Trip Booking Information' page. Here, you will specify what the trip is for.

Trip Booking Information

Trip Summary

@ Finalize Trip
e

Send a copy of the confimation to:

1 agree o the Terms of Use and have read and will comply with State of CA iy was o hotel reserved? [Requirec]
ravel and expense policy [Required]

v

Would you prefer a ZEV rental f one is available? — Yes/No [Requirec]

Purpose of Trip [Required]

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase o has deposit required will not be cancellet

o
D & CD D

For 'Trip Name,’ give it a name that will be easy to identify in your Concur Trip Library.

Trip Booking Information

The trip name and descripticn are for your record keeping convenience.

Trip Name rip Description (optional)
This will appear in your upcoming trip list. Used to identify the trip purpose

CarfHotel Reservation

Under 'Trip Description', you can add more details about the nature of the trip.

Trip Booking Information

The trip name and description are for your record keeping convenience

Trip Name Trip Deseription (optional)
This will appear in your upcoming trip list. Used to identify the trip purpose

CarfHotel Reservation
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HOW TO BOOK A CAR RENTAL

If you would like to send the travel confirmation to additional people, include their emails under 'Send
a copy of the confirmation to.’

Note: The traveler and Primary Travel Assistant will always receive a confirmation emaiil.

Send a copy of the confirmation to: @

Send my email confirmation as
(@HTML (C)Plain-text

For the remaining options, use the drop-down menus to select the choice that is most accurate for
this trip.

| agree to the Terms of Use and have read and will comply with State of CA

Why was no hotel reserved? [Required]
travel and expense policy [Required]

Would you prefer a ZEV rental if one is available? — Yes/MNo [Required]

Purpose of Trip [Required]

If an “intermediate car” is selected, the option to request a ZEV is presented. Select ‘Yes, | would
prefer a ZEV' to request a ZEV. If you prefer a gas vehicle, select ‘No, I'd prefer gas.’

Note: ZEV availability is not guaranteed. It is recommended to request a ZEV at least 48 hours in
advance.

| agree to the Terms of Use and have read and will comply with State of CA
ravel and expense policy [Reguired]

Yes

Why was no hotel reserved? [Required]

| will book a hotel later v

Would you prefer a ZEV rental if one is available? — Yes/No [Required]

Yes, | would prefer a ZEV (electric car)

Purpose of Trip [Required]

Job required training v

Click ‘Previous’ to go back and make edits to the trip if needed.

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

I —
Display Trip << Previous Cancel Trip
—

Click ‘Display Trip’ to go to back to the ‘Travel Details’ page.

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

Display Trip << Previous m Cancel Trip

Click ‘Cancel Trip’ to cancel.

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

Display Trip Next >> Cancel Trip
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HOW TO BOOK A CAR RENTAL

If you are ready to book, click ‘Next.’

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled,

Display Trip << Previous | Next >> Cancel Trip

3.6 Trip Confirmation Page
You are now on the Trip Confirmation' page. The trip has not been booked yet! This page is utilized as
a final chance to review before booking.

. I TrIE Confirmation I
Trip Summary

< To COMPLETE BOOKING, plse pres he Confm Bcking” Btton e evieig i page
() Fina To CANCEL,pressthe Cancel buton.
« e

Trip Overview

Reservations

Thursday, February 20, 2025

I at: Sacramento US (SMF)

Review the information.

Click ‘Display Trip’ to see the ‘Travel Details’ page.

Almost done... Please confirm this itinerary.

corm g ] o

If anything needs to be edited, click 'Previous' and complete the edits.

Almost done... Please confirm this itinerary.

Dis| Tri| Booking>> Cancel Trij
play Trip B P

Click ‘Cancel Trip' if you need to cancel the entire trip.

Almost done... Please confirm this itinerary.

@

If all information is accurate, no changes are needed and you are ready to book, click 'Confirm
Booking.’

Almost done... Please confirm this itinerary.

oot o=
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HOW TO BOOK A CAR RENTAL

3.7 Finished Page

Your fravel is not booked until you have reached the ‘Finished’ page. Now that we have reached
the ‘Finished’ page, we have successfully booked a car rental.

@ Finishea! Trip Record Lo

Trip Summary

Reservations

Thursday, February 20, 2025

Enterprise Car Rental at: Sacramento US (SMF)
Pick-up at: 0 US (SMF)

2076768806COUNT

o712

If your agency uses pre-trip approvals in Concur, your manager may have to approve the trip before
it's finalized.

Finished!

You have successfully booked your trip!

Trip Record Locator : 9PGOPP

The itinerary will not be ticketed until your travel manager has approved the trip.

Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice.

You can see your ‘Trip Record Locator’ on this page. This is used by the travel vendor and ClI
Azumano to locate booking information.

Finished!

You have successfully booked your trip!

Trip Record Locator : 9PGOPP

The itinerary will not be ticketed until your travel manager has approved the trip.
Your itinerary has been saved. Cl Azumano - - California will service your itinerary.
Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice.

It is recommended to print this page for your records. Click ‘Print Itinerary,” which can be found at the
bottom of the page.

Pick Up: 12:00 PM Thu Feb 20 Confirmation: 2076768806COUNT
Pickup at: Sacramento US (SMF) Status: Confirmed
ar Frequent Guest Number. X0004T12

Rate Code:

Corporate D
aiioning
Total Estimated Cost
Car: $59.50 USD
Total Estimated Cost: $59.50 USD
Remarks
BILLE FISCAL REPORTING STRUCTURE -

Your itinerary has been saved.

Retum to Travel Center

E-mail Htinerary
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HOW TO BOOK A CAR RENTAL

4. Booking a Zero-Emission Vehicle (ZEV)

Note: Renting a ZEV (sedan) from Enterprise at the contracted rate does not require
completion/approval of a DGS OFAM 100 Short-Term Vehicle Justification Form by executive branch

agencies or their fravelers.

4.1 Steps to Book a ZEV

Complete the car rental search as you would normally, making sure you are searching for an
infermediate car. After entering your search criteria and clicking ‘Search,” a message will pop up
that gives instructions on how to book a ZEV. Click 'OK.'

Warning

2

Zero Emission Vehicle (ZEV) rentals are not currently available to
book in Coneur, but a ZEV can be requested prior to confirming
the car rental reservation. If a ZEV is desired, reserve an
Intermediate car and at the end of the booking process, select
“Yes, | would prefer a ZEV." The itinerary will indicate whether a

ZEV was booked.

Select an intermediate car from the options that populate.

Compact Car - $40.54 per day (Galileo)

Automatic transmission
P~ Unlimited miles, Pick-up: Terminal: SMF
——-

y Adults: 2, Children: 2, Large bags: 1, Small bags: 2@
N — (Corporate rate)

Preferred Car Vendor for General Services

Intermediate Car - $40.54 per day (Galileo)

Aitomenc s 0

. Unlimited miles, Pick-up: Terminal: SMF
Adults: 4, Large bags: 1, Small bags: 20
(Corporate rate)

Preferred Car Vendor for General Services

Standard Car - $41.89 per day (Galileo)

Automatic transmission

LT Unlimited miles, Pick-up: Terminal: SMF
e Adults: 4, Large bags: 1, Small bags: 28
=
—— (Corporate rate)

Preferred Car Vendor for General Services

Full-size Car - $41.89 per day (Galileo)

Autematic transmission
AN Unlimited miles, Pick-up: Terminal: SMF
- Adults: 5, Large bags: 2, Small bags: 10

Preferred Car Vendor for General Services

Total cost@
$59.10

Location details

Total cost®
$59.50

Location details

Total cost@®
$61.12

Location details

Total cost®
$62.00

Location details
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HOW TO BOOK A CAR RENTAL

Review and complete the information on the ‘Review and Reserve Car’ and ‘Travel Details’ pages.

On the 'Trip Booking Information’ page, a prompt will display asking if an electric car is preferred, if
available. A selection of Yes or No is required. Select 'Yes' to request a ZEV.

Trip Booking Information

The trip name and description are for your record keeping convenience.

Trip Name Trip Description (optional)
This will appear in your upcoming trip list. Used to identify the trip purpose

CarfHotel Reservation

A A
Send a copy of the confimation to: @
Send my email confirmation as
(@HTML (C)Plain-text
| agree to the Terms of Use and have read and will comply with State of CA Why was no hotel reserved? [Required]
travel and expense policy [Required]
v | will book & hotel later w
es

Would you prefer a ZEV rental if one is available? — Yes/No [Required]

Yes, | would prefer a ZEV (electric car)

Purpose of Trip [Required]

Job required training w

After confirming your trip, the itinerary will indicate whether an electric car was booked, as well as
the car type and daily rate. Refer to the ‘Remarks’ section of the itinerary. Please note that if there
are no ZEVs available, the note here will change.

Reservations

Friday, February 14, 2025

Enterprise Car Rental at: Sacramento US (SMF) Change | Cancel
Pick-up at: Sacramento US (SMF)
Pick Up: 12:00 PM Fri Fe6 14 Confirmation: 2076813976COUNT
Pick-up at- Sacramento US (SMF) Status: Confirmed
Mumber of Cars: 1 Frequent Gu
Rate Code

Return: 12:00 PM sst Feb 15
Retuming to: Sacramento US (SMF)

Additional Details

Rate: $58.00 USD daily rate, unlimited
Total Rate: $82.03 USD Corporate Discount:

Rental Details
Intermediate / Car [ Automatic transmission / Electric power with air conditioning

Remarks
YOUR CAR RENTAL HAS BEEN MODIFIED TO AN ELECTRIC CAR
o Add to your Itinerary

Please note: if your agency participates in pre-trip approvals in Concur, your manager will have to
approve the trip before receiving the invoice.
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HOW TO BOOK A CAR RENTAL

4.2 ZEV Availability

Current ZEV availability statewide is limited. The highest concentrations of ZEV inventory will be at the
following locations:

e Downtown Sacramento (722 12th Street, Sacramento, CA 95814)
e Sacramento International Airport (SMF)
e Ontario International Airport (ONT)

Further expansion of ZEV availability is being planned and additional updates will be posted on the
Statewide Travel Program Car Rental Resources page as they are available.

4.3 ZEV Communication to Traveler

All ZEV rentals will result in email communications to the traveler that include:

e An attached guide that contains charging station maps, helpful trip tips, and additional ZEV
information.
¢ An aftached guide on how to change or add a ZEV to the reservation in Concur.

If you did not receive this information, please reach out to your agency Travel Coordinator(s).
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https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Car-Rental

5. ltinerary

There are a few ways you can find the itinerary.

5.1 Confirmation Email

Once you have booked the trip, you will receive an email from Concur Travel with the trip
information.

Concur Itinerary 02/20/2025: CAR/HOTEL RESERVATION 9PGOPP

Concur Travel <TravelWizard@concursolutions.com =
To @ DDGEs

@ If there are problems with how this message is displayed, click here to view it in a web browser,
Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

E ConcurCalendarEntry.ics o
2KE

|CAUTICIN: This email originated from a NON-5tate email address. Do not click links or open attachments unless you are certain of the =

Trip Overview

B

Trip Name: Car/Hotel Reservation

Start Date: February 20, 2025

End Date: February 21, 2025

Created: November 26, 2024, William Mever {Modified: November 26, 2024)

Description: (Mo Description Available)

| agree to the Terms of Use and have read and will comply with State of CA travel and expense policy: Yes
Would you prefer a ZEV rental if one is available? — Yes/No: Yes, | would prefer a ZEV (electric car)
Agency Record Locator:

Reservation for: William MNever

Total Estimated Cost: $59.50 USD

Agency Name: Cl Azumano - 37QE - California

Researvations
Thursday, February 20, 2025

Bl

Enterprise Car Rental at: Sacramento US (SMF)
Pick-up at: Sacramento US (SMF)

Pick Up: 12:00 PM Thu Feb 20 Confirmation: 2076768806COUNT
Pick-up at-Sacramento US (SMF) Status:Confirmed
Mumber of Cars:1 Frequent Guest Number 3200

Rate Code

Return: 12:00 PM Fri Feb 21

Returning to:Sacramente US (SMF)

Additional Details

Rate: $40.24 USD daily rate, unlimited

Total Rate: $59.50 USD Corporate Discount:
Rental Details

Intermediate ! Car ! Automatic tranzmission / Air condifioning
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HOW TO BOOK A CAR RENTAL

5.2 Trip Library

To view, cancel, or edit the trip, you can do so at any fime by logging info Concur and clicking ‘View
Trips.’

ET¥Concur Home v

L if gl

nj] View Trips

Company Notes

&S qiis

£ Booking for myself | Book for a guest

X2 A = 8K

For travel guestions, please email
statewidetravelprogram@dgs.ca.gov.

Is your driver's license REAL ID compliant? A new form Trips (2)
of identification will be required for air travel within the
115 staging Ma; 20

This 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 the videos ‘How to Add to An Existing Ifinerary,’ ‘How to
Change a Booking,” and/or ‘How to Cancel a Booking' for more information.

Trip Library

Search Trip Names Dates To Use: Date Range

(®Booking Dates () Travel Dates |[73]05/26/2024 | FT311/26/2024 | [] Include withdrawn lripsm

Trip Name/Description Status Date Booked Start Date End Date Action

Car/Hotel Reservation (3PGOPF) Admin Approval Required 11/26/2024 02720012025 02/21/2025 Cancel Trip
Approval deadline is
02/1%2025 11:30 pm Eastern.

Trip will be automatically cancelled
if not approved by then

Train 1 LA for Inspection (990YGY) Withdrawn 10162024 12/13/2024 12/14/2024
Trip from SAC to LAX to inspect trains
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https://www.youtube.com/watch?v=9A0lhHuGgN8
https://www.youtube.com/watch?v=Or-1DQ7T2_U
https://www.youtube.com/watch?v=Or-1DQ7T2_U
https://www.youtube.com/watch?v=WayhPPevhXg

6. Picking Up the Car

When picking up a rental, the following acceptable identification types are required:

e Driver's License
e Employee ID/Badge
e Copy of Concur/Cl Azumano itinerary (physical or electronic)

Make sure the gas or charge level is noted on the paperwork you receive from the vendor. If the ZEV
is not sufficiently charged, you may ask for another one or to switch to a gas vehicle to have
sufficient fuel.

Within the glovebox of the rental car, there should be:

e Vehicle Information

e Car Registration

e Charging Information if the caris a ZEV
e Insurance Information

e Roadside Assistance Information

If you encounter any issues, please reach out to CI Azumano fravel agents and/or your agency
Travel Coordinator(s).
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7. Additional Resources

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

/.1 Statewide Travel Program

Email: StatewideTravelProgram@dgs.ca.gov, ATIN: ZEV Rental Support

Car Rentals 101

Car Rental Resources for State Travel

DGS OFAM 100 Short-Term Vehicle Justification Form
SAM 4117 Guide

Setting up a Profile in Concur (Video)

Statewide Travel Program Training Resources Page

/.2 Cl Azumano

Cl Azumano Webpage

Concur Login Page

Email; Cdaltravel@ciozumano.com

Travel Agents: 877-454-8785 (use only if trip is in progress)
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mailto:StatewideTravelProgram@dgs.ca.gov
https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Forms/Training/Car-Rentals-101.pdf
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Car-Rental
https://www.documents.dgs.ca.gov/dgs/fmc/dgs/ofam100.pdf
https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Forms/Training/SAM-4117-Guide.pdf
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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