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Concur Travel is the online booking tool
approved by the DGS Statewide Travel
Program.

You must have a user profile established in
concur to make reservations. To create a
profile, contact your department travel
coordinator.

Go to
Click on the Concur log-in link
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http://www.caltravelstore.com/

How to book Southwest direct connect flights page 4
How to add ticket credits to your profile page 17
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Once the direct connect feature for Southwest has been

enabled, fill in the desired cities, dates and times, and search
for flights:

it Trip Search
=T wS| car | Hotel | Flight Status

| ® Round Trip () One Way () Multi-Segment |

Departure City [

Select nearby sirports

Arrival City [fd

Select nearby sirports

Departure

| ||t|epart v||r.1urning v“tS v|

Return
| |||:Iepart V”Afternuun V”tS V|

D Pick-up/Drop-off car at airport

[ Find a Hotel

Clazs of =ervice: |E'3'3'”'3'|'ﬂ‘:‘ clazs V|l§ﬂ

Search flights by: (*) price () Schedule

Southwest flights will be displayed on the Flight Results page.
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Search by Price:

ty/Fare Quote - Kelly Christine May Travelstore - State of California - Windows Internet Explarer
— JE—— o —

@-@ - | = https://app2.outtask.com/travelwizard/twAirChoose.
File Edit View Favorites Tools Help

¥ @ Convert ~ [BE) Select

& Concur: Air Availabi

759053 %2E62= 2997715473 %2E175058.cbsid=59054 %:2E38 8HT TP_REFERER = %a2Ftravelwizai v G |+ | X

< Favorites | 5l @& | American Express §§ California Government Bu... *J Google & iBank Version4 (@ Southwest Airlines - SWA... [EH sTAMMP Home

>

« Concur: Air Availability/Fare Quote - Kelly Christ... 5 -~ El -~ = dsh -~ Page~ Safety~ Tools~ @~

Home Arrangers Trip Library Templates Policy Profile Tools

ALL State of California Fares are refundable, no change fee or penalties apply

Los Angeles, CA To Sacramento, CA Wed, Apr 4 - Thu, Apr 5 Print / E-mail
Baggage Fee Policies Hide matrix | Change Flight Search [~
@ ﬁ From: Lax
Al nited < Ah LAX - Los Angeles Intl - Los Angeles, CA
96 results o Airlines Amtrak A e T g et
To: SMF
SMF - Sacramento International - Sacramento,
Nonstop 211.60 385.60 405.60 . 211.60 385.60 385.60 385.60 ety
62 resules 2 results 20 results 17 results 2 results & results 7 results Z results
Departure
1 stop 222,40 B 532,40 131.00 B » 396.40 B 04/04/2012 |dep[=]/2:00am  [~] =6 [<]
20 resules 17 results 1 results 1 results 1 results
Return
2 stops 116.00 04/05/2012 [dep[w|3:00pm [+] 26 [=]
14 results 14 resules Refundable only air fares
Class of service: | Economy class [= | iga
Show fare display legend @ Search flights by:
Shop by Fares | | Shop by Schedule Sorted By: | Policy - Most Compliant [=] | @ Price @) Schedule
[ Expand All Details Search
Displaying: 96 out of 96 results. ==Previous | Page: 1 of 10 | MNext=>= | All
Outbound - Wed, Apr 4 3
Price Carrier Depart Autive Stops Duration
$211.60 = Unitea LAX Wed 748 am —=> SMF Wed %2Zam 0 1h34m Depart |@ =
nite:
SMF Thu @51 am = LAX  Thull:23am 0 1h32m 6:00 AM - 2:55 PM
compare + R more like this + show details € Arive | =
7:40 AM - 11:59 PM
$222.40 B United LAX Wed 816 am — SMF  Wed 11:55am 1 3h39m
nite:
SMF Thu @51 am — LAX  Thull23am 0 1h32m Return - Thu, Apr 5 o
cempare 1 R more like this + show details
Depart | & S
$222.40 LAX Wed &16am — SMF Wed 206 pm 1 5h50m s
B United 9:51 AM - 7:40 PM
SMF Thu 951 am = LAX Thu I1:23am 0 1h32m _
Arri S
compare + R more like this + show details € e 12
11:23 AM - 9:25 AM
$222.40 ) LAX Wed %:50am —> SMF Wed 206 pm 1 4h16m
B United Price )
SMF Thu @51 am — LAX  ThullZ3em 0 1h32m
like th show details G .
compare + R more like this + ow detai Price e
€277 4N LA VAt FAD mm . cmac MRSt O TT mmn O Tl D Mnn $116.00 - $532.40 S
Done &P Internet | Protected Mode: OFf 5 = ®100% -

The Southwest direct connect will display all Southwest
content pulled from the direct connect and will show the
different fare classes available.




If the “refundable only air fares” box is checked, only the
Anytime and Business Select fares (refundable fares) will show.

@ Concur: Air Availability/Fare QUote - Agent PUBE FEalth Public HEBIth - Windows Itarnet Explorer 1 v |

ng%2Easp - % |‘?| x || Bing P 'l

@ O - | s https://app2.outtask.com/travelwizard/twAirChoose.asp?chsid=45716%2E44&HTTP_REFERER=%:2Ftravelwizard %a2 Fwizard %a5Fproc

File Edit View Favorites Tools Help
x %Conver‘t - @Select
{3 Favorites {_3 & | American Express ﬁ California Government Bu... -" Google g iBank Version 4 3 Southwest Airlines - SWA... E STAMMP Home

2

55 |~ | @ http://www.travelsitenow.... | e Concur: Air Availability... 3¢ | %3 v E) - (= eé= ~ Pagew Safety~ Tools~ @~
Baggage Fee Policies Hide matrix | pravious Searches (]
ﬁ = . [ Previous Searches
All United Southw A lzl
37 results - - Amtrak A Delta Load
Change Flight Search [~}
Nonstop 211.60 385.60 405.60 - 211.60 385.60 385.60 385.60
63 results 2 results 20 results | 18 results 8results | Gresults | 7 results | 2 results From: LAX
LAY - Los Angeles Intl - Los Angeles, CA
1 stop 222.40 = 532.40 131.00 . . 396.40 . Select nearby aiports
20 results 17 results 1 results 1 results 1 results To: SMF
Do 3 3 B 116.00 3 3 B 3 SMF - Sacramento International -Sa(ram.ento,
14 results 14 results Select nearby sirports
Departure
04/04/2012 |dep[w]| 2:00am [w] 26 [+]
Show fare display legend
Shop by Fares | | Shop by Schedule Sorted By: | Policy - Most Compliant[»] | Return
o =6 =]
Expand All Details
Displaying: 20 out of 97 results. ==Previous 12 Next== | All
Price Carrier Depart Arrive Stops Duration = Price ~' Schedule
Starting From: LAX  Wed255pm — SMF  Wed4iSpm 0 1h20m [ search | A
$385.60 it Southwest
| Fares 5| SMF Thu 1:40pm = LAX Thu 3:00pm 0 1h20m Outbound - Wed, Apr 4 (]
compare + R more like this + hide f ]
Depart |C e
Outbound flight: Los Angeles, CA (LAX) - Sacramento, CA (SMF) Aprd 6:00 AM - 2:55 PM
Arrive ®
Southwest Los Angeles Intl (LAX) Sacramento Internation... (SMF)
= 41060 Depart: Wednesday, 2:55pm Arrive: Wednesday, 4:15pm L AV S
Stops: 0 Duration: 1Th 20m  Anytime: ¥ 235 Ibs COz Return - Thu, Apr 5 S
@ Anytime & Business Select
$192.80 $208.80 Depart |© S
Return flight: Sacramento, CA (SMF) - Los Angeles, CA (LAX) AprS 9:51 AM - 7:40 PM
Arri )
Southwest Sacramento Internation... (SMF) Los Angeles Intl (LAX) e -
#1213 Depart: Thursday, 1:40pm Arrive: Thursday, 3:00pm LEELLL =LA
Stops: 0 Duration: 1h 20m  Anytime: ¥ 235 |bs COz Price S
@ Anytime & Business Select
§192.80 $208.80 Price ®
$116.00 - §532.40
Ticket is refundable; (Southwest) Fare Rules
Display Settings 7
Frequent Flyer Programs: | No Program selected m 7

& Internet | Protected Mode: Off A - |10% -




If the “refundable only air fares” box is unchecked, all
Southwest fares will show, including the “Wanna Get Away”.

& Concur: Air Availability/Fare Quote -- Agent Public Health Public Health - Windows Internet Extplorer e -

@@v | « https://app2.outtask.com/travelwizard/twAirChoose.asp?chsid=461299:2 E42&HT TP_REFERER=%2Ftravelwirard%2Fwizard %:5Fprocessing%2Easp = (& |4¢| x || Bing

File Edit View Fawvorites Tools Help
x %Cunver‘t - @Select

5l Favorites | 5 & American Express {3 California Government Bu... *§ Google g iBank Version 4 Gl Southwest Airlines - SWA... [EH STAMMP Home

— - E2S
S5 |~ | €8 http://waw.travelsitenow.... | e Concur: Air Availability... > | fr ~ Bl - ] @ - Page~ Safety - Tools~ @~
Baggage Fee Policies Hide matrix Previous Searches o
ﬂ i A Previous Searches El
All P E %
94 results United A Delta Load
Change Flight Search [~
Nonstop 211.60 279.60 293.60 . 160.60 293.60 293,60 293.60
52 results 1 results 17 results | 20 results 6results | @results | 1results | 3 resules i =L
LAX - Los Angeles Intl - Los Angeles, CA
1 stop 222.40 459.40 B 131.00 B 277.40 27740 B Selent nearty Siports
28 results 18 results 1 results 1 results & results Z results Ta: SMF
2 stops B B B 116.00 B 3 3 B SMF - Sacramento International -Sa_cran:l.entci,
14 rasults . Select nearby sirports
Departure
_ 04/04/2012 |dep[=| 2:00am [+] =6 [+]
Show fare display legend €3
Shop by Fares | | Shop by Schedule Sorted By: | Policy - Most Compliant [=| | Refurn
e d OT705/2012 | dep|w ] 37 [=llz6 [=]
[H Expand All Details [T refundable only air fares
Displaying: 20 out of 94 results. <=Previous 1 2 Next== | All garch flights by:
Price ‘Carrier Depart Arrive Stops Duration @ price P T LLE
Starting From: LAX  Wed 255pm — SMF  Wed415pm 0 1h20m [ Search | 1
5293.60 it Southwest
| Fares %] SMF Thu 1:40pm  —» LAX Thu 2:00pm 0 1h20m Outbound - Wed. Apr 4 (V]
compare more like this + hide fares _
Depart | & @
Outbound flight: Los Angeles, CA (LAX) - Sacramento, CA (SMF) Aprd 6:00 AM - 2:55 PM
Arive | s
Southwest Los Angeles Intl (LAX) Sacramento Internation... (SMF)
. 7:40 AM - 11:59 PM
#1060 Depart: Wednesday, 2:55pm Arrive: Wednesday, 4:15pm
Stops: O Duration: 1h 20m  Anytime: ¥ 235 Ibs COz Return - Thu, Apr 5 )
=) Wanna Get Away (@ Anytime ) Business Select
§146.80 §192.80 $208.80 Depart | e
Return flight: Sacramento, CA (SMF) - Los Angeles, CA (LAX) Apr5 9:51AM - 7:40 PM
Arri o, @
Southwest Sacramento Internation... (SMF) Los Angeles Intl (LAX) e -
#1213 Depart: Thursday, 1:40pm Arrive: Thursday, 3:00pm LG e ELL
Stops: 0 Duration: 1h 20m  Anytime: ¥ 235 lbs COz Price o
= Wanna Get Aw nytime &) Business Select
5146.80 §192.80 5208.80 Price S
$116.00 - $459.40
Ticket is refundable; (Southwest) Fare Rules
Display Settings
Frequent Flyer Programs: | No Program selected ’T‘ | pecerse PPl S

Done & Internet | Protected Mode: Off *a - 8a100% ~




Il(

All State of California Concur sites will “gray out” the Business
Select fares so they are not available for purchase.

@ Concur: Air Availability/Fare Quote -- ernl Pumlc Heallh Public naaﬁh - Windows Internet Explom “ [ g S

@O £ | « https://app2.outtask.com/travelwizard/twAirChoose.aspicbsid=46129%.2E428tHTTP_REFERER= asp v % |‘f| X | | Bing L 'l

m

&2 Ftravelw

rd %2 Fwizard %a5Fproc

File Edit View Favorites Tools Help
x @ Convert ~ [ Select

5y Favorites 5. & | American Express ﬁ California Government Bu... .' Google @& iBank Version4 (J Southwest Airlines - SWA... E STAMMP Home

= ~ £
55|~ | @& http:/fwww.travelsitenow.... | e Concur: Air Availability... | f5 ~ Bl ~ [ @m -~ Page~ Safety~ Tools~ i@~
NONSop LI.0U TF.0U =500 . 1OU.DU =500 =500 =500 .
52 results 1 results 17 results | 20 results 6 results | 4results | 1results | 3 resuls From: LAX
LAX - Los Angeles Intl - Los Angeles, C&
1stop 222.40 459.40 . 131.00 . 277.40 277.40 _ Select nearby airports
28 results 18 results 1 results 1 results 6 results 2 results To: SMF
SMF - Sacramento International - Sacramento,
2 stops . . . 116.00 . . . . -
g P Select nesrby siports

Departure

04,04/2012 | dep[=]| 9w00am [+] =6 [+]

Show fare display legend @

Shop by Fares | | Shop by Schedule Sorted By: | Policy - Mast Compliant [+ | Return
pav = 04/05/2012 |dep[w]3:00pm [+] 6 [=]
[ Expand All Details D Refundable only air fares
Displaying: 20 out of 94 results. ==Previous 1 2 Mext=>= | All Search flights by:
Price Carrier Depart Arrive Stops Duration @ price -/ Schedule
Starting From: LAX  Wed Z55pm — SMF  Wed4:15pm 0 1h20m [ seacch |
5293.60 wi. Southwest L
| Farss | SMF Thu 1:40pm  — LAX Thu 3:00pm 0 1h20m Outbound - Wed, Apr 4 (] 5
compare + more like this + hide fares @ .
Depart | @& =
Outbound flight: Los Angeles, CA (LAX) - Sacramento, CA (SMF) Aprd 6200 AM - 2:55 PM
Arrive S
Southwest Los Angeles Intl (LAX) Sacramento Internation... (SMF) . .
#1060 Depart: Wednesday, 2:55pm Arrive: Wednesday, 4:15pm e
Stops: 0 Duration: 1h 20m  Business Select: K 235 Ibs COz Return - Thu, Apr 5 S | i
= Wanna Get Away @) Anytime @ Business Select
$146.80 $192.80 $208.80 Depart | s
Return flight: Sacramento, CA (SMF) - Los Angeles, CA (LAX) Apr5 F5LAM - 7:40 PM
Arri ®
Southwest Sacramento Internation... (SMF) Los Angeles Intl (LAX) e . -
#1213 Depart: Thursday, 1:40pm Arrive: Thursday, 3:00pm e
Stops: 0 Duration: 1h 20m  Business Select: K 235 |bs COz Price )
=) Wanna Get Away Business Select
§146.80 §192.80 5208.80 Price ®
$116.00 - $459.40
Ticket is refundable; (Southwest)
¥ Business Select is not allowed by Public Health. Display Settings
Fare Rules
[ Hide Mon-refundable Fares
Frequent Flyer Programs: | No Program selected El [ Hide Propelier Planes
+ Add a Program =1 Depart/Return Same Airport Only
Your company credit card will be used to purchase this trip.
Filters [~}

Startinn Ernens . PP P [P P e . e - . —1

& Internet | Protected Mode: Off g v ®100% ~




Select the BTA to use for the booking on the Trip Payment
Information screen and select Next, or choose add a ticket
credit to apply from previously cancelled reservations with
Southwest Airlines.

& Concur: Travel Wizard -- Kelly Christine May TravelStore - State of California - Windows Internet Explorer -

@U - | » https://app2.outtask.com/travelwizard/twTripCredit.asp?cbsid=46777%2E15&HTTP_REFERER= %2 Ftravelwizard%2Fwizard%:5Fprocessing%2Ea « % | ] | ‘7| > || Bing = -

File Edit View Favorites Tools Help
% @Convert v [ Select
+lr Favorites | 5l | American Express {3 California Government Bu... ] Google g iBank Version4 # Southwest Airlines - SWA.. 8 STAMMP Home

2

%% v El - [ m== ~ Page~v Safety~ Tools~ @~

==0Es @ http:/fwaw. travelsitenow.... « Concur: Travel Wizard -... X
Welcome, Kelly May @ Help | Log Out -
. ( ?.GOV

Travel Reporting Administration Profile

Home  Arrangers  Trip Library Templates Policy Profile Tools

Trip Payment Information

Choose a ticket credit

These are ticket credits from previously canceled tickets at
Southwest Airlines. You can use these as form of payment
for your Southwest Direct Connect booking.

Add Ticket

edit \ Add Ticket Credit

Southwest Record Locator: I

Choose a credit card Add a Mew Credit Card [Fequired)
Company cards are indicated by an asterisk [*). 1
Fake VISA (..1000] - 2 Cancel Date: |
- Ticket Amount: I IUS-DOIIar‘ £ - I

Add Ticket Credit | Cancel |

Please choose a credit card and billing information, if applicable.
[ startOver | [ =<FPrevious | [ Next== |

10

&P Internet | Protected Mode: OFff ¥3 ~ H100% ~

Done




If you have a ticket credit from a previous trip stored in your
Concur profile, the ticket credit will show in the Trip Payment
Information screen.

/ Ce Concur: Travel Wizard -- M. » | 8. Amazon.com: water pik [E=mros
L C M | & nhttps://www.concursolutions.com/travelwizard/twTripCredit.asp?cbsid=40671%2E45&HTTP_REFERER=%2Ftravelwiza rocessing%2Easp w A
&' Yahoo! <, Options - Basics (] Other bookmarks
Welcome, Melody Francis @ Help | Log Out A
- ( ?.GOV
Travel Reporting Administration Profile

Home Arrang Trip Library Templates Meetings Meeting Admin Policy Profile Tools Concur XA
P F g9 9

Trip Payment Information

Choose a ticket credit

These are ticket credits from previously canceled tickets at
Southwest Airlines. You can use these as form of payment
for your Southwest Direct Connect booking

Add Ticket Credit
ISNSAO =t
Remaining: S 44.80 (*
Valid Until: 02

(*) This is an estimated amount.

Choose a credit card Add a New Credit Card
Company cards are indicated by an asterisk (*)

Melody’s Mastercard (...8941)

Please choose a credit card and billing information, if applicable.

[ Start Over ] [<<Previous | [ Next>> |

11




All ticket credits will be stored in your Concur profile. When
cancelled, all refundable tickets are automatically refunded to
the BTA and all non-refundable tickets will automatically be
stored in your Concur profile.

Frequent-Traveler Programs
Your Frequent Traveler, Driver, and Hotel Guest Programs

L, i Southwest Rapid Revards

Southwest Ticket Credits
C.':.'? Addd Ticket Credit

DSAZAK il DTNZAY sl DBNZ44 il DENZAG =il DTAZA) =l
% Femaining: $89.70 (*) % Remaining: $39.70 (*) % Femaining: $59.70 (*) % Remaining: $39.70 (*) % Femaining: 3970 (*)
“alid Urtil: 100072011 Wali Lirdil: 10072011 “alid Until: 100072011 “alid Until: 10072011 “alid Until: 1000752011

[*) Thiz iz an estimated amount.

Favorite Hotels &

12




Once the form of payment has been submitted, review the
itinerary on the Travel Details screen or add additional
car/hotel and click next.

& Concur: Travel Wizard -- Kelly Christine May TravelStore - State of California - Windows Internet Explorer

% = | Ce hitps://app2.outtask.com/travelwizard /twShowTrip.asp?49108%2E91 = 2936741352

0813 8tcbsid=49109%2E98HTTP_REFERER=%:2Ftravelwiz ~ % | =] | ‘?| X | | Bing

File Edit View
x %Conver‘t - @Select

Favorites Tools Help

{3 Favorites

28~ @ http:/www . travelsitenow.... |

Travel Details

Trip from Los Angeles to Sacramento
Description: (Mo Description Available)

Trip Record Locator: DGSQU)
Passengers: Kelly Christine May.

{_3 & | American Express ﬁ California Government Bu

« Concur: Travel Wizard -... >

-" Google g iBank Version 4 3 Southwest Airlines - SWA...

B8 sTAMMP Home

~ Page~ Safety > Tools~ .@.-

2

o Print
Aprd - Apr5

Created on: 3/16/2012 1:38:28 PM

Airfare must be ticketed by an agent by: 03/117/2012 5:30 PM Pacific

Wednesday Apr 4, 2012

Air

@ Los Angeles, CA (LAX) to Sacramento, CA (SMF)

Southwest 1080

Los Angeles (LAX): 2:55 PM
Confirmation Number: DOWQHI

Apr 4

B3 Cancel all air

Flight Information

Distance: 373 miles
Emissions: 235.7 Ibs CO,

Cabin: Anytime (Y}

Duration: 1 hour, 20 minutes Monstop

Sacramento (SMF): 4:15 PM
Status: Booked in Southwest direct JIXWQH9

E-Ticket
Seat: No seat assignment
Add: (P Parking

@ car @ Hotel

Thursday Apr 5, 2012

Air

€ Sacramento, CA (SMF) to Los Angeles, CA (LAX)

Southwest 1213

Sacramento (SMF): 1:40 PM
Confirmation Number: Il

Apr5

0 Cancel all air

Flight Infermation

Distance: 373 miles
Emissions: 235.7 Ibs CO,

‘Cabin: Anytime (¥}

Duration: 1 hour, 20 minutes Nonstop

Los Angeles (LAX): 3:00 PM
Status: Booked in Southwest direct /DOWQHS

E-Ticket
Seat: Mo seat assignment

Add: (B Parking

@ car @& Hotel

13
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Review the Trip Booking Information screen. Select Next to
complete booking.

& Concur: Travel Wizard -- Kelly Christine May TravelStore - State of California - Windows Internet Explorer 000

@Q - | » https://app2.outtask.com/travel
File Edit View Favorites Tools Help

»  @yConvert ~ [B0]Select

<l Favorites | 5l | American Express {§ California Government Bu... *§ Google & iBank Version4 @l Southwest Airlines - SWA... [EH STAMMP Home

1643935%:2E20355

vizard/twTripDetails.asp?49112%:2E84=4

2

5 - Bl ~ [ #= ~ Page~ Safety~ Tools~ @~

Welcome, Kelly May @ Help | Log Out =

2 7

Trip Booking Information

55 | ~ | @ http//www travelsitenow.... |{_s Concur: Travel Wizard -... 3 |

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

Trip Name Trip Description (optional)
This will appear in your calendar Used to identify the trip purpose
Trip from Los Angeles to Sacramento # Audit for Office of Public Health| - L

Send a copy of the confirmation to: g

Send my email confirmation as
@ HTML @ Plain-text

Index PCA

You may HOLD this reservation until: 03/17/2012 5:30 PM Pacific

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_| [ Hold Trip | [ <<Previous | [ Next=» | [ Cancel |

Done & &P Internet | Protected Mode: OFF & v H100% -

On the following screen, to complete booking, select Purchase
Ticket. 14




L]
Cancel A Trip:
(]
# Travel Center - Windows Internet Bxpiorer I — - . ] - s |
@ - | » https://appl.outtask.com/travelhome.asp - B ] ) | +y | b e || Bing 0 =
File Edit View Favorites Tools Help
*x @ Convert ~ [BF)Select
S Faverites | 55 @ | American Express §i} California Government Bu.. ] Google @& | iBank Version 4 (@ Southwest Airlines - SWA... [ STAMMP Home
»
58 | = | @8 http/rwww.travelsitenow.... » Travel Center x 3 ~ B - [ #n - Page~ Safety~ Tools~ @@~
Welcome, Kelly May @ Help | Log Out .
= ‘cov
Travel Reporting Administration Profile
Home Arangers TripLibrary Templates Policy Profile Tools
You are administering travel for: Me - | Search
Travel Information
Mobile makes it simple. T ) ) ) )
482 Triplt creates instant mobile itinerarie business and per i
% Manage your travel and expenses with mply connect your Concur account te Triplt Conmeet 1 Triplt |
Concur's mobile app. Get started. &) You haven't signed up to receive e-receipts. 5 Sign up here
AirfRail | Car || Hotel || Rail || Fight Status
Company Notes | | Travel Map | | Upcoming Trips | | Trips Awaiting Approval
@ Round Trip One Way Multi-Segment
«<aEa
Departure City i Trip Name/Description Locator Status Start Date End Date
Trip Actions DGSQN ©n Hold By User 04/04/2012 04/05/2012 E
Audit for Office Finigh /Comolate Tri Trip will be automatical I_y _(.dn(.elled at:
Arrival City i Cancel Tri 0371772012 5:30 PM Pacific
Clone Trip
Share Trip
ancel Entire Tri
Departure
depart + Morning - =3 w
Return
depart = Afterncon w =3 w
| Pick-up/Drop-off car at airport
| Find a Hotel
Specity aifine i) [¥] Refundable only air fares
Class of service: Economy class = g
Search flights by: @ Price Schedule
Searnch
javascriptopen_window('/request_view.aspitransactionid=nQaiAFAd tysHIEMYLBGEXAMB GMuyldAtuSitype=18itriplD= nzZzSSpK3p 29X C b i & Internet | Protected Mode: Off g ~ H100% -

On the Concur home page, click on the upcoming trip and
select Cancel. .




If you purchased a refundable fare, the fare amount will be
automatically refunded to the BTA. If you purchased a non-
refundable fare, the credit will automatically be stored in your

Concur profile.

« Concur: Travel Wizard *§ Goog ) X
> C fi & nttps//www.concursolutions.com iz & X
! Yahoo! A0 B () Other bookmarks
Welcome, Melody Francis © Help | Log Out
= ( j.GOV

ministration rofile
Trip Library Templates Meetings Meeting Admin Policy Profile Tools Concur XA
Your trip has been successfully cancelled. I

rrrrrrrr nc
A
<
ord Locator: I
card. Credit 1. 1 saw
purchase another Southwest flight for up to one year in the future.
. ['\ Car Rental Preferences
e =)
Frequent-Traveler Programs
Your trip hasbeencancelled b vourfrequent Traveler, Driver, and Hat
Ko programs defined
Southwest Ticket Credits
1540 —al
+ it an efymated
avorite Hotels iy
= Radvwn  agmson rotel Se8 Lave Cly Arpor Sak Lake Cly, Unted States =
M. Lo Anoeies Arpor Maerolt o Angeies, Calden 46




How to add ticket

ts to your

credi

profile
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Adding ticket credits to your profile

& My Profile - Windows Internet Explorer g
@@ - | s https: ravelPreferences = % | |"}| X || Bing |

File Edit View Favorites Tools Help
% @Convert v [BSelect

{“E Favorites {,:‘5 & | American Express ﬁ California Government Bu... -.l Google g | iBank Version 4 3 Southwest Airlines - SWA... E STAMMP Home

‘app2.outtask.com/profile/personalprofile.a

£S5

» My Profile & B = @3 v Page~ GSafety ~ Tools~ '@"
I prefer hotel that has: T
D a gym I:l a pool I:l a restaurant I:l room service I:l Early Check-in
Accessibility Needs
(5 [ wheelchair access  [C] Blind accessible
Car Rental Preferences
State of California does not reimburse for Navigational systems (GPS].
Car Type Smoking Preference  Car Transmission
Any Car Class ~ Don't Care - Don't Care = D[n-car GPS system Dski rack
Message to Vendor
ligd
Frequent-Traveler Programs
Your Frequent Traveler, Driver, and Hotel Guest Programs + Add a Program
Mo programs defined
Southwest Ticket Credits
Add Ticket
edit
Favorite Hotels i) 3
Hotels where you prefer to stay when visiting a particular city.
=] = Crowne Plaza Los Angeles Airport Los Angeles, California x
TSA Secure Flight
The Transportation Security Authority (TSA) requires us to transmit information collected from you. Providing information is required. If it is not provided, you may be subject to additional
screening or denied transport or authorization. TSA may share information you provide with law enforcement or intelligence agencies or others under its records notice, For more on TSA
privacy policies or to view the records notice and the privacy impact assessment, see the T3A's web site at WWW.TSA. GOV,
19 S2

P Flobo f Dickl fo e feld a o P n
Done & Internet | Protected Mode: Off Show hidden icons | ™




Input Record Locator Number or Confirmation Number, Date,
and Ticket Amount. Click Add Ticket Credit.

"_,é My Profile - Win‘;ows Internet
@U - | » https://app2.outtask.com/profile/personalprofile.

File Edit View Favorites Tools Help

~ &

#otpopupdialog

%Conver‘t - ESelect
7% @ American Express ﬁ California Government Bu... -.l Google g iBank Version 4 (g Southwest Airlines - SWA... ESTAMMP Heome

£S5

¢ Favorites
o El ~ [ @=n ~ Page~ Safety~ Tools~ 9'

« My Profile

Car Rental Preferences

Frequent-Traveler Program:
0 0 +A
Add Ticket Credit
Southwest Record Ls ar:
iR =
9 Walid Lintil
Ticket Amaunt: Us-Dallar ($1 -
Southwest Ticket Credits
Credit Add Ticket Credit | [ canca
Favorite Hotels i 3
e Te ) Crowne Plaza Los Angeles Airport Los Angeles, California o
TSA Secure Flight
& Internet | Protected Mode: Off g« H100% ~

Done




The Southwest ticket credit is now stored in your profile and
will populate when you are ready to reserve and purchase

your next Southwest flight.
{(@. Amazon.com: water pik \ _— [E=HEoN X

/ . Concur: Travel Wizard -- N

rwizara_processing7Zcasp ﬁ 7;

“— C M & nttps://www.concursolutions.com/tra 1
! Yahoo! <, Options - Basics (] Other bookmarks
Welcome, Melody Francis @ Help | Log Out =
- ( ?.GOV
Travel Reporting Administration Profile
Home Arrangers Trip Library Templates Meetings Meeting Admin Policy Profile Tools Concur XA

Trip Payment Information

Choose a ticket credit

e ticket credits from previously canceled tickets at
t Airlines. You can use th. as form of payment
for your Southwest Direct Connect booking

Add Ticket Credit
ISNSAO =t
Remaining: S 44.80 (v
Valid Until: 02

(*) This is an estimated amount

Choose a credit card Add a New rd
Company cards are indicated by an asterisk (*)

Melody’'s Mastercard (...8941) ~| [ Edit This Card |

redit

Please choose a credit card and billing information, if applicable.
(StertOver ] [<<Previous | [Next>>]
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Ticket Tracking/Reporting Features for Travel Coordinators:

& Company Reports - Windm -

O - (G e

appl.outtask.com/reports.asp

2 EIRIR oE™

File Edit View Favorites Tools

% @ Convert v [BSelect

Help

57 Favorites | 55 @& American Express ﬁ California Government Bu... -.l Google @) iBank Version 4 () Southwest Airlines - SWA.., E STAMMP Home

i v B v (= @ ~ Pagew Safetyr Tools~ @~

»

88|~ @ http:/fwww travelsitenow... « Company Reports x |
Welcome, Kelly May
@)
Travel Reporting Administration Profile

Travel Rej Travel Reports

Reports

Billing

Accrued Agency Travel Details
Accrued Company Travel
Details

Agency All Company Travel
Invoice Details

Agency Invoiceable Travel
Details

Agency Travel Invoice Details
Archived Agency Travel Invoice
Details

Archived Company Travel
Invoice Details

Billable Agent-Booked Trip
Summary

Billable Meeting Registrations
By Agency

Billable Meeting Registrations
By Company

Company Travel Invoice Details
Concur Biling Accrued
Agency/Direct Travel Details
Concur Biling Accrued
Company Travel Details
Concur Biling Agency All
Company Invoice Details
Concur Biling Agency/Direct
Travel Invoice Details

Concur Biling Agency/Direct
Travel Invoice Details with
Names

Concur Billing Annual Minimum
Attainment Report

Concur Biling Company Invoice
Details

Concur Billing Invoiced Trip
Summary

Concur Biling Reseller Indirect
Customer List

Invoiced Acent-Booked Trin

Admin Password Ghanges ©] show this Report by default

This report shows the employees in your company whose password was changed during the time period specified, where someone other than the employee him/herself changed the password.
While most cases of password changes will be benign, this report can be a fraud prevention tool by looking for cases where administrators in your company have taken control of user accounts. —

@ Help | Log Out ol

GOV

m

PLEASE RUN THIS REPORT FOR NARROW DATE RANGES ONLY - Large date ranges will likely timeout. If this report is run on a monthly basis then there is no need to check prior to that time range,

Date Range
By Month » March w 2012 = HTML (display to Screen)

https://app2.outtask.com/reports.asp¥

Select Reporting, Travel Reports.

e Internet | Protected Mode: Off

5 v |I0% ~
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Scroll down to the Travel Reports and select Southwest Credit
Monitoring

& Company Reports - Windows Internet Explorer T e — | |

@@ - | « https://app2.outtask.com/reports.asp - % | 2] | "¢| X || Bing Fel 'l

File Edit Wiew Favorites Tools Help
s @ Convert v [ Select

77 Favorites | 55 @) American Express ﬁ California Government Bu... -'l Google @ iBank Version 4 G Southwest Airlines - SWA... E STAMMP Home

88|~ _r,éhttp:,f.fwww.tra\.relsitenow....I » Company Reports x| i v B v [ @= v Page~ Safety~ Tools~ (@~

Car Rental Details o
Car Rental Receipt Details
Car Rental Summary
Company E-Receipt Opt Ins
Concur Adoption (all segment
types)

Concur Travel Segments Not
Stored in GDS

Employees Traweling Today

Fare Analysis

Flight Detail

Flight Detail w/o Department

Flight Segment Details

Flight Summary

Hotel Detail

Hotel Receipt Detail

Hotel Summary

International Trawvel Spend

Look to Book Ratio

Mo. of Trips by Traveler

Premium Class Travel Spend

Rail Detail

Rail Summary

Rejected Reguests

Ridecharge Potential Travelers
|> Southwest Credit Monitoring

Southwest Fare Class Selection
Details

Taxi/Limo Detail

Ticket Change Attempts
Travel Alternatives
Travel Assistants
Trawvel Policy Exceptions

Travel Preauthorization
Requests

Travel Rule Class
Trawvel Spend Summary
Trawvel Summary

Trip Approvals

Trips Meeding Approval

U.5. Travelers Mot Using
Concur

Unused Tickets

User Concur Travel History
User Supplied Hotels
Voided Tickets 24
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The report is a missed opportunities report. If a traveler booked a trip
and did not apply a ticket credit from their profile, it will list the non-
refundable ticket credit here. The goal would be to have no ticket credits
listed which means all unused tickets have been applied and used.

/ « Company Reports

€« C f & https

©! Yahoo! <, Options - Basics
Welcome, Melody Francis

Travel Reporting

Travel Reports 1 Southw

Reports
Billing
Accrued Agency Travel Details
Accrued Company Travel
Details

Agency All Company Travel
Invoice Details

Agency Invoiceable Travel
Details

Agency Travel Invoice Details
Archived Agency Travel Invoice
Details

Archived Company Travel
Invoice Details

Billable Agent-Booked Trip
Summary

Billable Meeting Registrations
By Agency

Billable Meeting Registrations
By Company

Company Travel Invoice Details
Concur Billing Accrued
Agency/Direct Travel Details
Concur Billing Accrued
Company Travel Details
Concur Billing Agency All
Company Invoice Details
Concur Billing Agency/Direct
Travel Invoice Details

Concur Billing Agency/Direct
Travel Invoice Details with
Names

Concur Billing Annual Minimum
Attainment Report

Concur Billing Company Invoice
Details

Concur Billing Invoiced Trip
Summary

Concur Billing Reseller Indirect
Customer List

Meeting Registration Invoice
Details

Meeting Registrations Not
Invoiced

Sabre Convenience Fee Detail
TMC Customer Configurations
Uninvoiced Travel Details
Webfare Buy Summary

est Cr

\ 8. Amazon.com: water pik

www.concursolutions.com/re;

Administration Profile

edit Monitoring

Southwest Gredit Monitoring o) show this Report by default

This report shows unused Southwest ticket credit details.

Export To

HTML (display to Screen) [+] [submit ]

Z =S
w A

(C] Other bookmarks

@ Help | Log Out

trip led Iting in ticket credit
Logina First Name Last Name EmailAddress Credit Amount Curren: cy Record Locator For Canceled Trip Record Locator For Trip With Unused Ticket Credit
melody@castate.org Melody Francis melody.f@travelstoreusa.com 44.830 usD ISNSAO IMMQZW

Only those bookings cancelled in Concur will
show up on the report. Please remind travelers to
cancel of all their trips in Concur so the ticket

credits will store in their Concur profile.
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In this instance, Melody booked 9 trips and did not apply her ticket credit
on file (ISNSAO). As a travel coordinator, you would work with Melody to
ensure she applies the ticket credit on her next trip.

”_é Company Reports - Windows Internet Expk:ma_r"r m —
@ @ - | s https://app2.outtask.com/reports.
File Edit View Favorites Tools Help

%._q Convert @ Select

i Favorites 555 @& American Express ﬁ California Government Bu...
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Travel Reporting Administration Profile
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Billing This report shows unused Southwest ticket credit details.

Accrued Agency Trawvel Details

Accrued Company Trawel
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Invoice Details
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Details

Agency Travel Invoice Details
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Concur Billing Accrued .

= . F@ . .
Agency/Direct Travel Details melody@castate.org Melody Francis melody f@travelstoreusa.com 44.80 uso ISHNSAC IMMOEW
Concur Billing Accrued
Company Travel Details
Concur Biling Agency All
Company Invoice Details
Concur Billing Agency/Direct
Travel Invoice Details

Southwest trip canceled resulting in ticket credit
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Concur Biling Agency /Direct
Travel Invoice Details with
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Concur Biling Company Invoice
Details

Concur Biling Invoiced Trip
Summary

Concur Billing Reseller Indirect
Customer List 2 6
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FAQ

Is a SWABIZ account number required for the Southwest direct connect?

Use of the Southwest direct connect will require each department to procure a
SWABIZ Company ID. Your SWABIZ Company ID will be loaded into your department’s
Concur site to identify your travelers.

As a travel coordinator, will | still have to set up SWABIZ traveler accounts and assign
travelers to the ghost card?

No. Southwest direct connect replaces SWABIZ. Travelers will no longer need a SWABIZ
log-in, and you will not have to assign travelers to the ghost card. The airline BTA
stored in the Concur profile for your department will charge all Southwest airline
transactions.

How do changes work with the Southwest direct connect?
Currently, all Southwest ticket changes must be made by calling CAlLtravelstore at
(916) 376-3989.

How do cancellations work with the Southwest direct connect?
Currently, all Southwest cancellations must be made on Concur or by calling
CAlLtravelstore at (916) 376-3989.
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FAQ

Will | be able to book Business Select fares?

For all State departments, boards and commissions, the Business Select fares will be
grayed out and not available for purchase. State Controller’s Office will not reimburse
Business Select fares.

How long can | hold my Southwest booking?

The Southwest direct connect will allow trips to be put on hold for 24 hours unless
otherwise instructed by the system. The fare is not guaranteed until ticketed. Trips on
hold not submitted for purchase are automatically cancelled after 24 hours. When the
user clicks on submit for purchase, Concur passes the form of payment to Southwest
and they issue the ticket.

Will multi-segment trips be supported with Southwest direct connect?
Yes, you can book Southwest multi-segment trips on Concuir.

Is the Southwest frequent flyer number passed to Southwest?
Yes, you can store your Southwest Rapid Rewards account number in your Concur
profile under Frequent Traveler Programs so you can earn your rewards.

Are the discounts supported through the Southwest direct connect?
Yes, the Southwest discounts announced in March 2012 are supported through your
SWABIZ Company ID and the discounts will be displayed in Concur.




