How To Add a Rental Car and/or Hotel to an Existing Reservation

If you have an existing reservation and want to add a rental car and/or hotel to the trip,
do not start a new reservation. Instead, add to your existing reservation following the
steps below.

1. Log into your Concur account.

CONCUR

Sign In

User Name

stp@dgs.ca.gov

Password

¥ Remember user name on this computer

Forgot your user name?
Forgot your password?

& change language
English (US)

CONCUR

© Copyright 2016 - Concur - All Rights Reserved

2. Select the Travel tab in the upper left hand corner of your home page, and then
select your Trip Library.

cnucun Travel ~pp Center

Travel Trip Library Templates Tools

Trip Library
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3. Select the reservation you wish to add to.

Trip Hame/Description Status
Trip from Sacamento to Los Angeles (QKTIVIGE) Ticketed
DiR Loz Angelez snd Ssn Bemarding ':—_:::I

Trip from Sacamento to Los Angeles (WJWHMI) Ticketed
Concur Training (DNROFY) Ticketed

4. Inthe Trip Overview box at the top of the page there is a section that says “Add to
your itinerary”.

| want to... Trip Name: Trip from Sacramento to Los Add to your ltinerary

Erint Itinerary Angeles [Eqin

E-mail Itinerary @ ar @ Hotel
) Start Date: May 20, 2015

Cpen in Outlook

Wiew Trip History End Date: May 21, 2015

Lreste Templste Created: Mar 2, 2015, Kathleen LaFata

p— (Modified: Mar 10, 2015)

Cancel Entire Trip Description: DIR Los Angeles and San
Bernardino [Edit

Agency Record Locator: QKTIVG
Ticket Number{s): 5262488473476

I

Passengers: Kathleen Marie Lafata
Total Estimated Cost: $101.12 USD [Detsils)

5. Select the item you wish to add to your itinerary, and then confirm the search
selection by selecting “Search.”

Trip leg selection

Add reservation to:

| Los Angeles, CA [LAX) (May 20) (| |
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6. If you are adding a car rental to your itinerary enter in your preferences. Verify the
pickup and drop off date, your pick up location, and car type. Then select “Next.”

Rental Car Search Preferences

State of California does not reimburse for Mavigational Systems (GP3) or Ski Racks

Pigk-up date Drop-off date
05/20/2015 | 08:25 am [w] ||[05/21/2015 || 06:40 pm E|| <
~ Pick-up car at
@ Airport Terminal ) Off-Airport
Please enter an airport.
LA - Los Angeles Intl - Los Angeles, CA |
|:| Return car to another location
Car Type [(Select up fo 3 )
Economy Car Hybrid P P S
Compact Car (=1
Compact Car Hybrid il
Intermediate Car
Intermediate Car Hybrid &
Smoking
| Don't care E||
Preferred Car Vendors
|¥|Enterprise [¥]Any Vendaor s | C—
|| Aalama = (=]
|:|ﬁwi5 =
|7 Budget =
Dinllgr ® aie

Yaur company preferred vendars will be included in the
search with your preferences.
Indicates major vendor.

Add Rental Cars

Display Trip Return to Travel Center
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7. The search results page will display with all the cars available for that location.

All ] ) om0 = = et & e =

28 resuts Economy Car  Compact Car | Intermediate Car | Standard Car ~ Standard Convertible = Full-size Car ~ Premium Car  Luxury Car ~ Mini Van

3300 3300 3500 88.00 35.00 66.00 88.00 5600

Preferred

8. Select your appropriate rental car by clicking the blue button with the total
estimated cost.

Displaying: 1 out of 28 results. @

Intermediate Car - $33.00 per day (Sabre)

Unlimited miles Total cost”

Automatic transmission
ﬁ (Corporate rate) $52.24
Preferred Vendor for General Services / E-Receipt Enabled @ / Location info

9. Verify the Review and Reserve Car page and select “Reserve Car and Continue”.

Back Reserve Car and Continue

10.1f you are adding a hotel reservation to your itinerary, verify your check-in and
check-out dates, select a search area, and click on “Next”.

Chedk-in Date Check-out Date

05/20/2015 05/Z1/2015 _
Find hotels within [§ | Distance Units| miles [=] | of

) Airport ) Address

) Company Location @ Reference Point/ Zip Code <

Reference Point / Zip Code
(e.g. 'Statue of Liberdy’, "90210" or "Alexandris, VA7

Los Angeles, TA

[E] wwith names containing:

Prefer the following chains

Company Preferred Hotels within 15 miles
These properties will be automatically added to your
| search

Best Western Plus Carriage lrn™™"

Cormfort fnn Santa Momica - West Los Angeles™*
T | |DowbleTree by Hilton Hotel Los Angeles -
Westside***

* Indicates major Elmn Llmted & Sl mm s
vendor. @ What are Preferred Hotels?

Hotel Memberships Hotel Vendors
[#lany Hotel
i [l carlsen Brands (All} =
B [F] choice Brands =
[ Hirton gaany =
+.

oAy -

i

Please choose a location to search for your hotel, and select your check-in and check-out dates.

Help me find a hotel

v \
\ i »
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11.You will see your hotel search results. A map will display your first 25 search
results in relation to the location you selected/entered as part of your search

A : = € arks Fwy 4 ~—
<N > © @ | Automatic ~ > s S Rosa P wadims oy, @ R
Y K e S JEFFERSON B
— 3 2 )Y % o % N WEST ADAMS S
1 % O 23 R 2 FIGUEROAS =
3 % o &% Culver City Rodeo Rd CORRIDOR/ 7 &
o Q5 4
5 MAR VISTA SARK EAST e
Santa Monica \ / i p IS
O n SR
G % B iew Park %
% e o S
% /pd \‘e“& \T\b 2 : < E3
)—,3’ BEVERLYWOOD WEST 2 = W54thSt @
d\ g_a 2 v W Slauson Ave  E Slay
. R o PA MESA >
Marina del Rey /8 9 z WEIGHTS ‘f, :
90 o - b4 W Gage Ave
- z
s -4 €
e Playa Vista & CENTINELA'SPRINGS S CANNDU
% S R “
wetS P
i g =l =
3 R ARK Al & 2
§- ringlewood gl s &
sl § §
vi_ |\WAngeles i [ FL IS
pL InternatGER W 92nd 5t % = e 2 ]
9 Airport ‘ A 5 i
(%} VvW¥eiYury Bivd E E Century
]
LAX 1.1
( .,ﬂ Westmont | 2 O Eoen
W imperial Hwy%ﬂ i . ?/ @ Wimperial Hwy  Athanc Elmp}
9 West Athens 1mﬂ:‘;‘2”"‘ 2% S
b bing e Seuco Hawthorne ST
©2016 HERE  ©2016 Microstift Coipbration

12.When you are ready to reserve a hotel room, click “View Rooms”. The hotel rates
will appear below. Make your appropriate selection by clicking on the price.

L

15. The Concourse at Los Angeles Airport
6225 West Century Boulevard, Los Angeles, CA 90045 Map it

9 0.77 miles W K K

Most Preferred Hotel for General Services

From $120

View Rooms

Hotel details

-

15. The Concourse at Los Angeles Airport
6225 West Century Boulevard, Los Angeles, CA 90045 Map it

B Q077mies kK

Most Preferred Hotel for General Services

Room Options

State Government 2 Queen Beds - Two Queen Beds: Complimentary Wifi: (Rate Code:
QQNGSDS) (Sabre)

Rules and cancellation policy

State Government Ada Qngn Tub - 2 Queen Beds: Accessible Tub With Grab Bars: (Rate Code:
AQTGSDS) (Sabre)

Rules and cancellation policy

State Government Ada Qngn Show - 2 Queen Beds: Accessible Roll In Shower: (Rate Code:
AQSGSDS) (Sabre)

Rules and cancellation policy

The CA Green Lodging Program encourages State and Local government travelers fo seek out and give preference to certified green hotels.

From $120

-

Hotel details

A

-

A $120
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13.1If a travel policy violation appears on your site, review the violation. Select the
exception that applies and click “Save”.

Travel Policy Violation X

& This hotel is not in compliance with the following travel rule(s):

State of California Hotel Per Diem is $90.00 per night except in the following counties: Napa, Riverside
and Sacramento Counties ($95 per night), Los Angeles, Orange and Ventura Counties and Edwards
AFB ($120 per night), Alameda, Monterey, San Diego, San Mateo and Santa Clara Counties ($125 per
night), and San Francisco County and the City of Santa Monica ($150 per night).

Please choose the reason for selecting this travel option. If more than one reason applies, choose the most
applicable. This reason applies to this entire trip.

LA Orange Ventura Edwards AFB per diem 120.00 v |

- Please Choose a Reason --

Hotel exceeds Per Diem requires form STD 255C
Napa Riverside Sacramento per diem 95.00

| LA Orange Ventura Edwaras AFB perdiem 12000 UIRCIELERTER
Alameda Monterey San Diego San Mateo Santa Clara per diem 125.00
San Francisco County City of Santa Monica per diem 150.00

Out of State Travel

Hotel Compliant

Coe e

14.Review the information on the Rate Details and Cancellation Policy pop-up
window, confirm that you agree to the rate rules, and then click “Reserve Hotel
and Continue”.

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hotel

The Concourse at Los Angeles Airport H YA T

Please review the rate rules and restrictions before continuing.

\ The hotel provided the following infermation:
RATE: USD 120.00

N TOTAL RATE: 138.83 USD
EXTRA PERSON: $0.00

*| agree to the hotel's rate rules, restrictions, and cancellation policy.

Back Reserve Hotel and Continue
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15. After you have made your selection you will be brought back to the Trip Overview
page. Verify the additions you've made are the correct ones and scroll to the
bottom of the page and click “Next”.

FLEASE TREE A MOMENT TO FILL OUT QUR CUSTOMER

SEREVICE SURVEY AT WWW.SURVEYMONEKEY.COM/S/HQHJEFF

CALTRAVELSTORE PHONE NUMBER 877 454-8785

WO HOTELS REQUESTIED ON THIS ITINERARY

WO CRR5 REQUESTED ON THIS ITINERERY

FLEASE FRESENT/EECONFIEM YOUR FREQUENT TRAVELER NUMBER UFON CHECE IN.
SOUTHWEST TICEEIS ARE VALID ON SQUIHWEST AIRLINES ONLY.

SOUTHWEST DOES NOT FRE-ASSIGN SERTS

ALL FLIGHIS REQUIRE CHECK IN ONWLINE OR AT THE AIRFCRT

24 Prasious

16.Verify any necessary trip information and click “Finish”.

Trip Confirmation

Press the "Finish" button to complete your booking and have it processed.

Trip Name:

Trip from Saoramento to Los Angeles

Desoription:
DIR Los Angeles and San Bernarding
Send a copy of the confirmation to:

Send my email confirmation as @ HTML &) Plain-text

Include directions and maps to hotels El

Display Trip <= Previous
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17.The final page shows your itinerary again with the trip information for final review.
Scroll to the bottom of the page and click “Confirm Booking”.

Almost done... Please confirm this itinerary.

ompr

18.Your itinerary will appear one last time, now with a blue “Finished!” message in

the upper left corner.

Trip Summary

Finished!

NOTE: Make sure you scroll to the
bottom of every page clicking Next
until you have received the
“Finished!” message. If you close
before hitting “purchase” or
“confirm booking”, your
reservation will be canceled.




