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TRAVEL APPROVAL

1. General Information

Each agency has set up their own travel approval process. If you are a tfraveler and have questions
on your agency'’s process, please reach out to your agency Travel Coordinator(s).
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2. Types of Travel Approval

There are two types of approval processes through Concur: Passive Approval and Hard-Stop
Approval.

2.1 Passive Approval Process

When a traveler books a trip and it requires passive approval, then the approver will have to

actively REJECT the frip if they don't want the trip to occur. The trip will be approved automatically if
the approver takes no action.

Note: The passive approval process is subject to a ficketing deadline. You can find the approval
deadline by checking the itinerary email Concur sends, as seen in the screenshot below.

Concur Itinerary 03/11/2025: TRIP FROM SACRAMENTO TO LOS ANGELES 9C5477

Concur Travel <TravelWizard@concursolutions.com =
To @

@ 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, Outlook prevented automatic download of some pictures in this message.

SMF-LAX.ics = LAX-SMF.ics
4KB 4KB

| CAUTION: This email originated from a NOM-5tate email address. Do not click links or open attachments unless you are certain of the sender’s aj

=l

Trip Mame: Trip from Sacramento to Los Angeles

Start Date: March 11, 2025

End Date: March 14, 2025

Created: October 22, 2024, William Mever (Modified: Ocfober 22, 2024)

Description: Conference for Flight Training.

| agree to the Terms of Use and have read and will comply with State of CA travel and expense policy: es
Agency Record Locator:

Passengers: William Mever

Total Estimated Cost: $304.99 USD

This trip requires approval.
The deadline for approval is: 10/23/2024 9:30 PM Eastern
The trip will be automatically cancelled if it is not approved before the deadline.

Agency Name: Cl Azumano - - California
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2.2 Hard-Stop Approval Process

When a traveler books a trip and it requires approval, then the approver will have to

actively APPROVE the trip if they want the trip to occur. The trip will be rejected automatically if the
approver takes no action or rejects the trip.

Note: The hard-stop approval process is subject to a ticketing deadline. You can find the approval
deadline by checking the itinerary email Concur sends, as seen in the screenshot below.

Concur Itinerary 03/11/2025: TRIP FROM SACRAMENTO TO LOS ANGELES 9C5477

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

@ 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, Cutlook prevented automatic download of some pictures in this message.

SMF-LAX.ics = LAX-SMF.ics
4KB 4KE

| CAUTION: This email originated from a NON-5tate email address. Do not click links or open attachments unless you are certain of the sender’s ay

=l

Trip Name: Trip from Sacramento to Los Angeles

Start Date: March 11, 2025

End Date: March 14, 2025

Created: October 22, 2024, William Mever (Modified: Ocfober 22 2024)

Description: Conference for Flight Training.

| agree to the Terms of Use and have read and will comply with State of CA travel and expense policy: Yes
Agency Record Locator:

Passengers: William Mever

Total Estimated Cost: $304.99 USD

This trip requires approval.
The deadline for approval is: 10/23/2024 9:30 PM Eastern
The trip will be automatically cancelled if it iz not approved before the deadline.

Agency Name: Cl Azumano - - California

2.3 Both Processes

The following applies to both the Passive and the Hard-Stop Approval Processes:

e The approval deadline is shown on the itinerary when the traveler submits the request.

e |tisrecommended to communicate with your manager before and after booking a trip, so
they promptly take action to approve or reject the trip.

¢ Allrules and cancellation penalties apply once the reservation is sent for approval. For

example, if you booked a hotel for check-in tomorrow with a 48-hour cancellation period, the
card will be charged.
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TRAVEL APPROVAL

e Flights are on hold until the trip has been approved; meaning that the price may increase or
decrease once the approvalis received.

e For hotel reservations using a virtual card, the card will deploy regardless of if a trip has been
approved or rejected. The virtual card is deployed to hold the room. If the trip is rejected or
cancelled, the charges should be reversed.

e Trips can be approved or rejected by logging info Concur online, or via email, as seen by the
screenshot below.

Travel approval required (traveler name: William Never)

@ Caoncur Travel <TravelWizardApprovalsUS2@concursolutions.com =
To @DGS

(i) You replied to this message on 12/10/2024 1:42 PM.,
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, Cutlook prevented automatic download of some pictures in this message.

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

Action required

One of your employees has submitted a request for travel that requires approval. Please review the trip details, then approve

Traveler Name:
William Never

What do | need to do?
You can approve or reject this trip by either:

¢ Replying to this email with the word “Approve” or "Reject”
« Logging into Concur Travel and following the instructions to approve or reject the trip

When do | need to do it by?
This trip must be approved or rejected by: 05/21/2025 11:30 PM Eastern time (03/21/2025 8:30 PM Pacific time). If you
cancelled.

e Travelers will receive an email indicating whether their frip was approved or rejected. It will
also appear on their Concur home page under “Upcoming Trips.”

IYour request 'Hotel Reservation at SACRAMENTO, CA, USA' was rejected.l IYour request 'Hotel Reservation at SACRAMENTO, CA, USA' was approved.l

< ions. = -
Approval Queue <ApprovalDaemon@concursolutions.com Approval Queue <ApprovalDaemon@concursolutions.com >
To @DGS o @Dss

If there are problems with how this message is displayed, click here to view it in a web browser,
® P 9 piay @Ifthere are problems with how this message is displayed, click here to view it in a web browser.

| CAUTION: This email ariginated from a NON-State email address. Do not click links or open attachments unless you are Start your reply all with: | Still working on it. | You are booked! ‘ Here is the reservation. @ Feedback

| CAUTION: This email originated from a8 NON-5State email address. Do not click links or open attachments unless you are

This is a notification only - no action is required.

What is the status of my trip request?

" ) This is a notification only - no action is required.
Your request 'Hotel Reservation at SACRAMENTO, CA, USA' was rejected.

Rejected on Wednesday, December 04, 2024 at 06:06 pm Eastern Time by: What is the status of my trip request?

Comments: Training Your request 'Hotel Reservation at SACRAMENTQ, CA, USA' was approved.
Approved on Wednesday, December 04, 2024 at 06:12 pm Eastern Time by:

What do I need to do? Comments: Training

You can access this request via the web site and resubmit the request or withdraw it.

This is a system-generated email. Please do not reply.
This is a system-generated email. Please do not reply.
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3. Rejecting and Approving Travel as a

Manager
3.1 How to Reject Travel as a Manager

Once the fraveler has booked a trip, you will receive an email from Concur letting you know that
action is required. The email will show an overview of the trip. You can reject the trip by responding to
the email or logging info Concur.

Travel approval required (traveler name: William Never)
S
@ Concur Travel <TravelWizardApprovalsUS2@concursolutions.com >

To @DGS

(i) You replied to this message on 12/10/2024 1:42 PM.
If there are problems with how this message is displayed, click here o view it in 3 web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

|CAUTIUN : This email originated from & NON-State email address. Do not click links or open attachments unless you are certain of the sef

Action required

One of your employees has submitted a request for travel that requires approval. Please review the trip details, then approve

Traveler Name:
William Never

What do | need to do?
You can approve or reject this trip by either:

o Replying to this email with the word “Approve” or "Reject”
« Logging into Concur Travel and following the instructions to approve or reject the trip

When do | need to do it by?
This trip must be approved or rejected by: 05/21/2025 11:30 PM Eastern time (05/21/2025 8:30 PM Pacific time). If you
cancelled.

To reject the trip via email, simply respond to the ‘Travel approval required’ email from Concur with
the word, “Reject.”

To reject the trip on Concur, follow these steps:

1. Once you've logged info Concur, you will see a notification under ‘Required Approvals.” Click
the ‘Required Approvals’ or ‘Traveler Name'’ link.

EI” Concur  Home v

& Required Approvals

Company Notes

oGS
1 < AZUM/
& Booking for myself | Book for a guest pusires maaver
X0 8B = 8 Welcon|
Approvals (1) See All

William N.

Hotel Reservation at SACRAMENTO, CA, USA

Mixed Flight/Train Search March 27, 2025
One Wey i City

re city, airport o
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TRAVEL APPROVAL

2. Onthe 'Approvals’ page, you will see a list of fravel that needs approval. Click the frip link of
the trip you would like to reject.

Approvals

Trips Awaiting Approval

Name Trip Name Locator Booked Travel Dates Approve/Reject By

William Never I Hotel Reservation at SACRAMENTO, CA, USA I SRVPFP 12/04/2024 03/2772025 - 03/28/2025 Wednesday, March 26, 2025 11:30 pm Eastern time

3. Review the trip information in the pop-up. Click ‘Reject.’

Request Requiring Your Approval - Wark - Microsaft Edge g‘ - o X
R & np i Lasp? 1&transactionid=fT3/6WHzBm-X60zMtvV21Q... A
EX¥ concur Sign Out

' Request Requiring Your Approval
ul

q uiring Your Appi

If it is rejected, it will be ically cancelled.

Request Status/History | Travel ftinerary

All reservations require manager approval - Require Approval

tem Name: Hotel Reservation at SACRAMENTO, CA, USA

Trip Deseription Vo description

Mesting Name

Submitied By: William Never

Submitted on Wednesday, December 04, 2024 05:22 pm Easter Time

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

Why was no hotel reserved? Vot Specified

Please explain Nor Specified

Would you prefer a ZEV rental it one is Not Speciied

available? - Yes/No

Purpose of Trip Job required training

Please deseribe purpose of trip Not Speciied

Approval Status/History: Requires Approval by

HistoryiNotes: Request Created on Wednesday, December 04, 2024 at 05:21 PM Eastern tme by William
Never.

v

4. Once you click ‘Reject,” a pop-up will appear asking, “What is the reason for rejecting this
item?2" This is helpful for auditing purposes. The fraveler will be able to see this information when
they receive a notification that their trip has been rejected. Once you've entered the
information as to why the trip has been rejected, click ‘OK’ to finalize the rejection. If you don't
want to reject the frip, click ‘Cancel.’

What is the reason for rejecting this item?

[i ¥
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TRAVEL APPROVAL

Once you've clicked ‘OK,’ the 'Approvals’ page will reload and the trip you just rejected will be
gone. This means you have successfully rejected and cancelled the trip.

Approvals

Trips Awaiting Approval

You have no trips to approve.

3.2 How to Approve Travel as a Manager

Once your fraveler has booked a frip, you will receive an email from Concur Travel letting you know
that action is required. The email will show an overview of the trip. You can approve the trip by
responding to the email or logging into Concur.

Travel approval required (traveler name: William Never)

@ Concur Travel <TravelWizardApprovalsUS2@ concursolutions.com =
To @DGSs

(i) You replied to this message on 12/10/2024 1:42 PM.
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.

| CAUTION: This email ariginated from a NOM-5tate email address. Do not click links or open attachments unless you are certain of the sg

Action required

One of your employees has submitted a request for travel that requires approval. Please review the trip details, then approve

Traveler Name:
William Never

What do | need to do?
You can approve or reject this trip by either:

« Replying to this email with the word “Approve” or "Reject”
* Logging into Concur Travel and following the instructions to approve or reject the trip

When do | need to do it by?
This trip must be approved or rejected by: 05/21/2025 11:30 PM Eastern time (05/21/2025 8:30 PM Pacific time). If you
cancelled.

To approve the trip via email, simply respond to the ‘Travel approval required’ email from Concur
with the word, “Approve.”

To approve the trip on Concur, follow these steps:
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1. Once you've logged info Concur, you will see a notification under ‘Required Approvals.” Click
the ‘Required Approvals’ or ‘Traveler Name' link.

EX7 Concur  Home v

£, Required Approvals View Trips

Company Notes

1 CI AZUMA

BUSINESS TRAVEL

& Booking for myself | Book for a guest

x a 8 m a Welcon|

For wravel questions, piease email
statewidetravelprogram @dgs.ca.gov.

Is your driver's license REAL ID compliant? A new form Approvals (1) See All
of identification will be required for air travel within the
U.S. starting May 7, 2025.

William N.
Click here for more information on REAL ID.

Hotel Reservation at SACRAMENTO, CA, USA

Mixed Flight/Train Search March 27, 2025
Gne Way Mt City
From @

Departure ciy. airport or

2. Here, you will see a list of fravel that needs approval. Click the trip link.

Approvals

Trips Awaiting Approval

Name Locator Booked Travel Dates Approve/Reject By

William Newver SRVPFP 12104/2024 03/27/2025 - 03/28/2025 Wednesday, March 26, 2025 11:30 pm Eastern time

3. Review the information. Click ‘Approve.’

(e et gy Yt Al Wk s Meaac ek - O X '

(5] https://us2.concursolutions.com/approval.asp?transactiontype=18&transactionid =fayRazdGRzbJdWJEXX90vG. .. AN

Al
%Y Concur Sign Out
k Request Requiring Your Approval

Request Requiring Your Approval

If it is rejected, it will be automati g

Request Status/History | Travel ltinesary

All reservations require manager approval - Require Approval

Item Name: Hotel Reservation at SACRAMENTO, CA, USA

Trip Description No description

Meeting Name

Submitted By William Never

Submitted on: Wednesday, December 04, 2024 05:22 pm Eastem Time
1 agree to the Terms of Use and have read and  Yes

will comply with State of CA travel and
expense policy

Why was no hotel reserved? Not Specified

Please explain Not Specified

Would you prefer a ZEV remtal if one is Not Specified

available? - YesiNo

Purpose of Trip Job required training

Please describe purpose of trip Not Specified

Approval StatusHistory: Rejected by on Wednesday, December 04, 2024 06:06 pm Eastern
time

Resubmitted by Wiliam Never on Wednesday, December 04, 2024 05:09 pm Eastern time
Requires Approval by
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4. Once you click ‘Approve,’ a pop-up will appear saying, “If you have any comments you
would like to add (for reporting only), please type them below and click ‘OK." This is helpful for
reporting purposes. The fraveler will see any comments entered. Once you've entered the
information as to why the trip has been accepted, click ‘OK’ to finalize the travel. If you don’t
want to accept the trip, click ‘Cancel.’

It you hawve any comments you would like 1o add (for reporting only), please type
them below and click OK

Training

Cancel

If you've clicked ‘OK,’ the ‘Approvals’ page will reload and the trip you just accepted will be gone.
This means you have successfully accepted the trip.

Approvals

Trips Awaiting Approval

You have no trips to approve.
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4. Travel Vacation Reassignment

If you are out of office and did not assign a manager to approve travel while you're out, the fraveler
will need to reach out to the agency Travel Coordinator(s) to assign the trip to another manager. ClI
Azumano and DGS Statewide Travel Program do not have the ability to approve travel on behlf of
the agency.

4.1 Assign a Back-up Manager

If you will be out of office for more than one day, it is recommended to assign a manager in your
place to approve travel.

Once you have logged into Concur, click the circle at the top right corner of the page and select
'Profile Settings.'

2 william Never

&>, ; :
G Act as Another User

Click Travel Vacation Reassignment.'

Your Information Profile OPtions

Personal Information

Company information Select one of the following to customize your user profile.
- nformation i 3
! ' Personal Information System Settings
Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-

Sponsored Guest User ’ . -
3 Z i hour clock? When does your workday start/end
Emergency Contact Company Information
Credit Cards Your company name and business address or your remote Contact Information
- location address How can we contact you about your travel amrmangements?
Travel Settings ) ) )
= 5 Credit Card Information Setup Travel Assistants
rave ‘references
You can store your credit card information here so you don't You can allow other people within your compan E to book
have to re-enter it each time you purchase an item or service. trips and enter expenses for you.
Frequent-Travele
Assistants/Arrangers Travel Profile Options Travel Vacation Reassignment
= Carrier, Hotel, Rental Car and other travel-related preferences Going 1o be out of the office? Configure your backup travel
Other Settings manager
Change Password
Change your password, Concur Mobile Registration

Set up access to Concur on your mobile device

c O

Concur Mobile Registration

m Assisting

Page 12 of 21



TRAVEL APPROVAL

Type the name of the manager who will review travel requests while you are gone. Choose the
manager from the drop-down menu and click 'Submit.' Please note: The manager must have an
account on Concur to show up in the drop-down menu.

Travel Vacation Reassignment

Choose a person in your company who will handle travel approvals assigned to you in your absence. When you retum from vacation, remember to come
back here and clear out the backup manager so that you receive approvals as normal again.

Note 1: If your designated backup manager goes on vacation while you are also on vacation, then all travel approvals that are assigned to you will be
redirected to your company’s travel administrator

MNote 2: This will not reassion any items currently in your approval queue; please handle those before you leave.

A pop-up will appear to confirm you want to assign this person as a back-up manager. Click 'OK.'

—

us2.concursolutions.com says

You have designated a backup manager. Al travel approvals ordinarily
assigned to you will be routed through this manager until you come to

Bgr

I this page and clear the backup manager. Do you wish to proceed?

‘1

I o=
=0

B e

You will know you were successful because the page will reload with a green box that says, 'Profile
Saved.'

Profile Options [Profie savea

Select one of the following to customize your user profile

Personal Information System Settings
Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-

= hour clock? When does your workday start/end?
Company Information

Your company name and business address or your remote Contact Information
location address. How can we contact you about your travel arangements?

4.2 Remove a Back-up Manager

Once you have returned, you need to remove the back-up manager.

Log info Concur and click the circle at the top right corner of the page and select 'Profile Setftings.'

& William Never

-, a "
_X5 Act as Another User
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Click Travel Vacation Reassignment.'

Your Information  Profile OPtions

Personal Information

Company Information Select one of the following to customize your user profile.
~ontact Information 3 3
.C' Tc\[ “ Personal Information System Settings
cmail AQdresses
Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-

Sponsored Guest Users !
P 3 hour clock? When does your workday start/end?

Emergency Contact Company Information
Credit Cards Your company mame and business address or your remote Contact Information
- location address. How can we contact you about your travel arangements?
Travel Settings ) )
. bics Credit Card Information Setup Travel Assistants
ravel Preferences .

: tioral T You can store your credit card information here so you don't You can allow other people within your con'-pan.-i to book
International lravel

have to re-enter it each time you purchase an itermn or service. trips and enter axpensas for you.
Frequent-Traveler Programs
Assistants/Arrangers Travel Profile Options Travel Vacation Reassignment

Carrier, Hotel, Rental Car and other travel-related preferences, Golng to be out of the office? Configure your backup travel

Other Settings

Systemn Settings

manager

Change Password
Change your password, Concur Mobile Registration

Concur Connect - -
7 Set up access to Concur on your mobile device

o O

Change Pass
Travel Vac
Reassignment

sword

Concur Mobile Registration
I'm Assisting

You will see the back-up manager's name in the box.

Travel Vacation Reassignment

Choose a person in your company wheo will handle travel approvals assigned to you in your absence. When you returmn from vacation, remember to come
back here and clear out the backup manager so that you receive approvals as normal again

Note 1: If your designated backup manager goes on vacation while you are also on vacation, then all travel approvals that are assigned to you will be
redirected to your company’s travel administrator

Note 2: This will not reassign any items currently in your approval gueue; please handle those before you leave

Click 'None.' The back-up manager’s name will disappear.

Travel Vacation Reassignment

Choose a person in your company who will handle travel approvals assigned to you in your absence. When you retum from wacation, remember to come
back here and clear out the backup manager so that you receive approvals as normal again

Note 1: If your designated backup manager goes on vacation while you are also on vacation, then all travel approvals that are assigned to you will be
redirected to your company’s travel administrator

Mote 2: This will not reassign any items currently in your approval queue; please handle those before you leave.

Click 'Submit.’

Travel Vacation Reassignment

Choose a person in your company who will handle travel approvals assigned to you in your absence. When you retum from vacation, remember to come
back here and clear out the backup manager so that you receive approvals as normal again.

Note 1: If your designated backup manager goes on vacation while you are also on vacation, then all travel approvals that are assigned to you will be
redirected to your company’s travel administrator

Note 2: This will not reassign any item:
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A pop-up will appear to let you know that any travel arrangements made while the backup
manager was overseeing travel approvals will need to be approved by that person. Click 'OK.'

4

=

us2.concursolutions.com says

You are clearing your backup manager and will now receme all travel
approvals assigned to you. However any approvals assigned to the
backup manager during your absence will NOT be reassigned back to
you. Contact your travel administrator if you have questions

T RR I R E————

You will know you were successful because the page will reload with a green box that says, 'Profile

Saved.'

Profile Options

Select one of the following to customize your user profile

Personal Information

Your home address and emergency contact information
Company Information

Your company name and business address or your remote
location address

System Settings

Which time zone are you in? Do you prefer to use a 12 or 24-
hour clock? When does your workday start/end?

Contact Information

How can we contact you about your travel arrangements?
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5. What to do if your trip has been rejected or
approved

If your agency participates in pre-trip approvals in Concur, your manager will have to approve the
trip before the trip is confirmed. It is important that your manager is listed accurately in Concur, or
your travel could be cancelled. To add or edit your manager on Concur, please reach out to your
agency Travel Coordinator(s).

5.1 What to do if your trip has been rejected

If you have submitted a trip and your manager has rejected it, you will receive an email from Concur
to notify you of the cancellation. The email will include the trip name, rejection date, who rejected it,
and reason for rejection.

Your request 'Hotel Reservation at SACRAMENTO, CA, USA' was rejected.

@ Approval Queue <ApprovalDaemon@concursolutions.com
To ©

@I‘ there are probléms with Row this message s displayed, click here to view it in a web browser,

|-Cl\.I.ITIDN.- This email originated from a NON-5tate email address. Do not click links or open attachments unless you are certain of the 4

This is a notification only - no action is required.

What is the status of my trip request?

Your request 'Hotel Reservation at SACRAMENTO, CA, USA' was rejected.
Rejected on Wednesday, December 04, 2024 at 06:06 pm Eastern Time by:
Comments: Training

What do | need to do?
You can access this request via the web site and resubmit the request or withdraw it.

This is a system-generated emall. Please do not reply.

You can review the trip and resubmit or withdraw it on Concur. Once you've logged into Concur,
click ‘View Trips.’

E:' ¥ Concur Home v

b View Trips

Company Notes
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Within your ‘Trip Library’ page, you can see all trips you have booked. The status will tell you if the trip
has been rejected, confirmed, withdrawn, or if the trip is awaiting approval.

Trip Name/Description Status
| Reservation at SACRAMENTO, CA, USA (9RVPFP) Rejected
| Reservation at SACRAMENTO, CA, USA (STGBLP) Confirmed
Train to LA for Inspection (99DYGS) Withdrawn
Trip from SAC to LAX to inspect trains
Hotel Reservation at SACRAMENTO, CA, USA (9TGBLP) Awaiting approval by TRAVEL MANAGER

Approval deadline is
05/21/2025 11:30 pm Eastern.

Trip will be automatically cancelled
if not approved by then.

Click the rejected trip.

Trip Library

Search Trip Names Dates Ta Lise Date Range
® Booking Dates (7) Travel Dates [To6/04/2024 || [fTH 1200412024 nclude withdrawn trips m
Trip NamelDescription Status Date Booked Stant Daue Encd Date Action

03/27/2025 032812025

12142024

FADYGE)
pspect traing

LAX to in

In the pop-up, review the frip information. At the bottom of the pop-up, you can click ‘Resubmit’ to
push the trip back your manager for approval, ‘Withdraw Request’ to delete the trip, or ‘Cancel’ to
do nothing.

Rejected Raguest - Work - Microsoft Edge p - O X

%) https://us2.concursolutions.com/rejected.asp?transactionid= &tripid=faUyWmIOp-TV-A1XImPBPOZXecl) 14g... A"
Submitted By: William Never A
Submitted on Wednesday, December 04, 2024 05:22 pm Eastern Time

| agree to the Terms of Use and have read and Vet
will comply with State of CA travel and
expense policy

Why was no hotel reserved?

Please explain

Would you prefer a ZEV rental if one is
available? - Yes/No

Purpose of Trip
Please describe purpose of trip

Approval StatusHistory: on Wednesday, December 04, 2024 06:06 pm Eastern

History/Notes: Request Created on Wednesday, December 04, 2024 at 05:21 PM Eastern time by William
Naver

Hotel segment Holiday Inn Sacramente Rancho Cordova
added onlWe@hesday, December 04, 2024 at 05:21 PM Iy

Eastern time.
No rubes were broken

The Itinerary ha
traveler must wi
fees

eserved, The travel approver must approve the trip, of the
rip request to cancel the reservation and avold hotel no-show

Rejected on Wednesday, December 04, 2024 at 08:06 pm Eastern Time by

Comments: Training

| D I D
:
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TRAVEL APPROVAL

If you click ‘Resubmit,” a pop-up will appear asking, “What is the reason for resubmitting this item?”
Please note that you cannot make any changes to the trip this way. This should only be used if the
trip was rejected on accident, or if your manager did not approve the frip in time. Once you've
entered the reason for resubmitting the trip, click ‘OK.’

What s the reason for resubmitting this em?

Training O 0

When the ‘Trip Library’ page reloads, you will see the status has changed from ‘Rejected’ to
‘Awaiting Approval.’ Also listed is your manager and the approval deadline. It is recommended to
communicate with your manager so they promptly take action to approve or reject the trip.

Trip Library

Search Trip Names F—
Ol

Date Booked Start Date End Date Action

If your manager is out of office and did not assign a manager to approve fravel while they're out, you
will need to reach out to your agency Travel Coordinators to assign the trip to another manager. ClI
Azumano and DGS Statewide Travel Program do not have the ability to approve travel.

5.2 What to do once your trip has been approved

If you have submitted a trip and your manager has approved it, you will receive an email from
Concur to notify you that the trip has been approved. The email will include the trip name, approval
date, who approved it, and any comments left by the approver.

| Your request 'Hotel Reservation at SACRAMENTO, CA, USA’ was approved. |

@ Approval Queue <ApprovalDaemon@concursolutions.com >
To @ BEDGS

-;i) If there are problems with Row this Message is aisplayed, chck Nere 1o view it in @ web browser,

Start your reply all with: | Still working on it | | You are booked Here is the reservation. | (1) Feedback

| CAUTION: This email originated from a NON-State email address. Do not click links or open attachments unless you are certain of the g

This is a notification only - no action is required.

What is the status of my trip request?

Your request 'Hotel Reservation at SACRAMENTO, CA, USA'was approved.
Approved on Wednesday, December 04, 2024 at 06:12 pm Eastern Time by:
Comments: Training

This is a system-generated email. Please do not reply.
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TRAVEL APPROVAL

You can also review the trip on Concur. Once you've logged into Concur, click ‘View Trips.’

ET¥ concur

Home v

fh  View Trips 2
Company Notes
OGS i
& Booking for myself | Book for a guest

Within the ‘Trip Library’ page, you can see all frips you have booked. The status will tell you if the trip
has been rejected, confirmed, withdrawn, or if the trip is awaiting approval.

Trip Name/Description

Train to LA for Inspection (99DYG9)
Trip from SAC to LAX to inspect trains

Hotel Reservation at SACRAMENTO, CA, USA (9RVPFP)
Hotel Reservation at SACRAMENTO, CA, USA (9TGBLP)

Hotel Reservation at SACRAMENTO, CA, USA (9TGBLP)

Status

Rejected

Confirmed
Withdrawn
Awaiting approval by

Approval deadline is
05/21/2025 11:30 pm Eastern.

TRAVEL MANAGER

Trip will be automatically cancelled
if not approved by then.

You will receive two additional emails from Concur. The first will be the trip itinerary and the second
will be confirmation of a purchased trip. No further action is needed for the approved and confirmed

trip.

|I Concur Itinerary 05/22/2025. HOTEL RESERVATION AT SACRAMENTO, CA, USA 9TGBLP i

Concur Travel <TravelWizard@concursolutions.com:
To @ 2065

) 1 thiere are probiems with how this message is displayed, chick hers 1o view It in & web browser,
Cliek Rere to downlasd pictuires, To help Protect your privacy, OUtIook prevented Sutomatic download of me pictures in thit message.

ConcurCalendarEntry.ics « || #88  Motei § Sacramento Downtown,vcf

28 2KB

| CAUTION: This email originated from & NON-State emad sddress. Do not click links or open sttachments unless you are certain of the sender’s suthent|

Trip Overview

=

Trip Name: Hotel Reservation st SACRAMENTO, CA, USA

Start Date: May 22, 2025

End Date: May 23 2025

Created: December 10, 2024, Wiliam Never (Modified. Deceraber 10, 2024)

Description: (Ho Description Availanis)

1 agre 1o the Terms of Use and hava read and will comply with S1ate of CA travel and axpense policy: Yes
Record Locator:

California
Reservatons
Thursday, May 22, 2025

ITrip approval confirmation (traveler name: : William Never) I

T I there are problems with how this message is displayed, chek here To view it in 8 web browser,

Concur Travel «TravelWizardApprovals@concursolutions.com>
T @ @DGs

Booked! | Here is the isservation, | i) Feedback

Start your reply ll with: | Yay!

5: AUTION: This email originated from a NON-State email address. Do not dick links or open attachments unless you are certain of th
Trip "Hotel Reservation at SACRAMENTO, CA, USA" was successiully approved

See trip history log below:

Request Created on Tuesday, December 10, 2024 at 04:40 PM Eastem time by Willam Never

Hotel seg Motel § 5. D added on Tuesday, Decembaer 10, 2024 at 04:40 PM Eastern time.
Mo rules were broken

The ltinerary has still been reserved. The travel approver must approve the irip, or the traveler must withdraw the trip requd

Email has been sent Ddgs.ca. goy
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6. Trip Request Status

Awaiting Approval: Trip is waiting to be approved.

Awaiting Ticketing: Air tickets have not been issued, but the car/hotel has been reserved.

Ticketed/Reserved: Air tickets have been issued if there are any needed for that trip, and car/hotel
has been reserved. Trips that have no air sesgments will go straight to '"Ticketed/Reserved" when the
approval occurs.

Rejected: Trip has been rejected by approver. Travelers need to cancel rejected trips themselves in
order to cancel the hotel and car reservations. A trip that is in "Rejected" status has Nof Been
Cancelled.

Withdrawn: Trip has been cancelled by traveler or approver.
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TRAVEL APPROVAL

7. Additional Resources

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

Cl Azumano Webpage

Concur Login Page

Passive and Hard Stop Approval Information (Video)

Rejecting and Approving Travel as a Manager (Video)

Statewide Travel Program Training Resources Page

Travel Vacation Reassignment (Video)

What to Do If Your Travel Has Been Rejected or Approved (Video)
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https://caltravel.ciazumano.com/
https://www.concursolutions.com/
https://www.youtube.com/watch?v=_GbHcUzER-A
https://www.youtube.com/watch?v=9zUkzL9O8f0&list=PLaCRb19DMOL0ZfmuXaYyveJG61MRaCKOH&index=21
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
https://www.youtube.com/watch?v=9CsU4VYPEFk&list=PLaCRb19DMOL0ZfmuXaYyveJG61MRaCKOH&index=22
https://www.youtube.com/watch?v=FuARScaNtPY
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