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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:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 
The Southwest direct connect will display all Southwest 
content pulled from the direct connect and will show the 
different fare classes available.  
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If the “refundable only air fares” box is checked, only the 
Anytime and Business Select fares (refundable fares) will show. 
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If the “refundable only air fares” box is unchecked, all 
Southwest fares will show, including the “Wanna Get Away”. 
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All State of California Concur sites will “gray out” the Business 
Select fares so they are not available for purchase. 
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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. 
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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.  
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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.  
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Once the form of payment has been submitted, review the 
itinerary on the Travel Details screen or add additional 
car/hotel and click next.  
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Review the Trip Booking Information screen. Select Next to 
complete booking.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
On the following screen, to complete booking, select Purchase 
Ticket.   
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Cancel A Trip: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

15 



 
 
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.  
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Adding ticket credits to your profile 
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Input Record Locator Number or Confirmation Number, Date, 
and Ticket Amount. Click Add Ticket Credit. 
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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.  
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Ticket Tracking/Reporting Features for Travel Coordinators: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Select Reporting, Travel Reports.  
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Scroll down to the Travel Reports and select Southwest Credit 
Monitoring 
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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.  

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 (I5NSAO). As a travel coordinator, you would work with Melody to 
ensure she applies the ticket credit on her next trip.  
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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 I 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 CALtravelstore 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 
CALtravelstore at (916) 376-3989.  
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FAQ 
 
Will I 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 I 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 Concur. 
 
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.  
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