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REQUEST A CONCUR ACCOUNT  
 
First time users must contact the Division of Accounting’s Travel Policy Section to request a Concur account 
and temporary password.  An individual Concur account is required for the traveling employee, the supervisor 
approving the trip, and, if applicable, the support staff (travel assistant) making the travel arrangements.  
 
Go to the CalTravelStore website: http://www.caltravelstore.com/pages/travelstore and select the Concur login. 
 

  
 
LOGIN INSTRUCTIONS  
 
Enter the employee’s departmental e-mail address under User Name. Next, enter the temporary password 
assigned by the Travel Policy Section.  Check “Remember user name on this computer” and click on the Login 
button.  



 
 
 
COMPLETE YOUR PERSONAL PROFILE  
 

 
 

 
 
Users must complete their Personal Profile before attempting to book a trip. Employees must verify or add the 
following required information: From the Concur Home Page, click on Profile then Profile Settings. From the 
Profile submenu, click on Personal Information  
 
• First, Middle, and Last name (as it appears on Driver’s License or Passport)  
• Approving Manager’s Name  
• Work phone number and address  
• Emergency notifications  
• TSA Secure Flight Information: Gender and birth date  
 
Optional Information:  
 
Preferences: Air, Hotel and Car Rental Preferences; Frequent Traveler Programs; Favorite Hotels; International 
Travel information; Travel Assistants/Arrangers; Credit Cards (for Hotels).  



CHANGE PASSWORD  
 
Users should immediately change the assigned temporary password to a personal password: From the Concur 
home page, select Profile then Profile Settings from the menu at the top of the page. From the Profile Options 
menu, select Change Password.  
 

1. Enter the old (temporary) password and the new password in the designated fields.  
2. Verify the new password by reentering it in the Re-enter Password field.  
 

Enter a word or phrase in the Password Hint field to act as a reminder when the password is lost and then 
click Save. After a successful log in, the Travel Center page will appear. From the Travel Center page, users 
must complete their personal profile.  
 
If you cannot remember the password, contact the Travel Policy Section for a password reset. A password 
reset can take as long as 24 hours if failed login attempts exceed the maximum allowed.  
 
When finished entering the information, click Save. There are several Save buttons on the Profile page. 
Travelers only need to save once, as every Save button saves the entire profile.  
 

 
 

 



CREATE A TRAVEL RESERVATION  
 
Reminder: Due to airport security, the name on your Concur account must match your driver’s license or 
passport. Contact the Travel Policy Section if your name is incorrect on your Concur account.  
 
To minimize service fees, combine Air, Car, and Hotel (if applicable).  
 
 

 

1. Air/Rail: Check Round Trip, One Way, or Multi-
Segment; Enter Departure/Arrival City (enter   
airport code or city); Departure and Return Dates; 
Specify Morning or Afternoon (default) or choose 
dropdown for specific times. (+/- 3 = search 3 
hours prior and after selected time). Amtrak 
choices will appear to offer travelers a choice 
between rail and air.  

 
2. To add Car: Check Pick-up/Drop Off car at 
airport.  

 
3. To add Hotel: Check “Find a Hotel.”  

 
4. Narrow the Hotel Search by entering a nearby 
address; or enter name of hotel.  
 
5. Search for Refundable fares (uncheck to search 
Non-Refundable fares); Search by Price or by 
Schedule.  
 

6. Click on  
 
 
Search Results – Compare airfares to find the most 
economical fight with regards to time and expense;  
 

 
 
Upon choosing a flight, view the “Fare Rules” to be familiar with restrictions and penalties for changes or 
cancelation;  
 
Choose to view “All” results to compare flight cost; you may reduce the number of available flight choices by 
choosing either “Nonstop” or “1 stop”;   

Also you can choosing your flights by  or  



 
 
 
Shop by Schedule 
 
Select an outbound flight AND return flight to compare flight costs;  
 

 



 
 
 
After selecting outbound and return flight, click on “Price these options”  
 

 



Shop by Fares  
 
Select the round trip flight, click Fares; 
 

 
 
 
Select to Reserve Flight  
 
*Reminder* Business Select seating is not allow for State business traveling; 
 

 
 

Review your reserved flight then click  



Choose Car  
 
Note: Selection is limited to Enterprise Rent-A-Car for in-state travel or National Rent-A-Car for out-of state 
travel. Justification is required for anything other than a Compact or Intermediate size vehicle.  
 

 
 

After Select the car, review and confirm by clicking  



Choose Hotel Room  
 
Ensure the room rate does not exceed the maximum rate for the specific location. See Chapter 3 – Lodging 
Rates and Requirements for rates.  
 

 
 



 
 
 
Reserve Hotel - Hotel must be paid by a personal credit card in User Profile or add your credit card when you 
review your hotel reservation 
 

 
 

After review your hotel reservation, click   
 
 
 
 
Park ‘N Fly  
 
If the departure location (airport) has a Park ‘N Fly, the traveler may choose to book parking online. Check “Not 
interested at this time” if you do not wish to use Park ’N Fly. 
 
 



Review Itinerary 
 

  



 

 



 
 
 
Trip Booking Information – Cost Coding and Applying Ticket Credits  
 
After enter the required fields then click Next; 
 

 
 



Trip Confirmation 
 
 

 
 

 
 
 

 
 

 



Change or Cancel Reservations  
 
Travelers may be required to either change or cancel reservations due to changing circumstances. Travelers 
(or Assistants) must contact the CalTravelStore for any changes and/or modifications to travel 
reservations. Cancelations (only) may be done online in Concur.  
 
Travel Agents at the CalTravelStore are available from 8:00 a.m. to 5:00 p.m. Pacific Time, Monday through 
Friday and may be reached at 1-877-454-8785. Employees must not make changes directly with the 
airlines.  
 
To cancel a reservation in Concur:  

1. Logon to Concur  
2. Select “View Trips”  
3. Under “Actions” and click “Cancel Trip”.  
 

 

 
 

 
 

 
Note: Cancelation of a refundable ticket is in conjunction with the “Rules” of the ticket. If your ticket is non- 
refundable, and it is cancelled in accordance with the airline rules, the ticket will be retained that can be applied 
to future trips.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Trips Awaiting Approval  
 
Sample of E-mail Requesting Approval  
 
Approving managers must respond to Concur Travel e-mail (“A” for Approve or “R” for reject) in the first line of 
the approval response to CalTravelStore. Do not place in subject line of the e-mail and do not use any other 
words other than “Approve” or Reject” or initials “A” or “R”. 
 

 
 
  
Designate Travel Assistant  
 
Each Concur account allows the traveler to designate one or more travel assistants authorized to make travel 
arrangements on his or her behalf. When designating a travel assistant, the traveler must designate an 
individual who has a profile in Concur. Contact the Travel Policy Section for assistance.  
 
On the Concur Home page, select Profile then Profile Settings on the menu at the top of the page.  
 
On the Profile Options page, select Setup Travel Assistants.  
 

 



Select “Add an Assistant.” In the Assistant field, enter the assistant’s name. Travel Assistants must 
have an established Concur account to accomplish this task. Contact the Travel Policy Section for 
assistance.  Select “Can book travel for me” and/or “Is my primary assistant for travel” Click “Save” 
and the Travel Assistant’s name will display on the “Assistants and Travel Arrangers” section.  
 

 
 

 
 
 
Making Reservations as a Travel Assistant  
 
To make travel arrangements for another employee, the designated travel assistant should login to Concur 
using his/her personal account.   

1. Open Profile 
2. Select employee from the drop down box 

* If employee is not in the list,  
- Employee can add you as their travel assistant in their profile, or 
- Contact Travel Policy Section to add you as the travel assistant of the employee 

        3.  Press Apply 
        4.  Complete the reservation as usual 
        5.  End the assistant session by pressing “End admin session” in Profile 
        6.  To assist another employee please repeat step 1-3 



 
 

 
 

 
 
 
Approving Manager is out of the office or not available to approve Trip  
 
Approving Managers can redirect incoming trip approval requests to an acting manager in their absence by 
logging into their Concur account, select Profile, and then select “Travel Vacation Reassignment”.  
 
To redirect approval request to an alternate manager, contact the Travel Policy Section.  
 
 
Phone Numbers  
 
Department Policy requires users to utilize the on-line reservation system to purchase and/or cancel travel 
reservations. To change an itinerary, travelers must contact the CalTravelStore during business hours from 
Monday – Friday between the hours of 8am-5pm (PST).  
 
The CalTravelStore offers after-hours and weekend service for EMERGENCIES ONLY.  Note: After hours, the 
service fee will rise to $16 per each type of reservation segment.  The Division of Accounting reviews after- 
hours service fees to ensure an emergency use only.  
 
CalTravelStore – 1-877-454-8785. 


