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1. Approval to Travel  
Please note: Each agency has a different trip approval process, not all use the pre-
approval process built into Concur. To understand your agency’s approval process, 
please reach out to your agency Travel Coordinator(s). 

Agencies with a pre-trip approval process require manager approval prior to booking 
state business related travel. Concur’s pre-trip approval formalizes this process within 
the online booking tool, empowering managers to take a more direct role. All 
reservations made within Concur or by calling the contracted travel agency will require 
approval by the employee’s direct manager, either within Concur or via email. When 
making a travel reservation, the traveler must follow all internal travel policies and make 
the reservation in the best interest of the state prior to submitting the trip for approval.  

2. Travelers 
2.1 What to Expect: Travelers  
Once travel has been booked, there are no additional steps employees need to follow 
in Concur. Bookings will proceed as they always have to a final ticketing page.  
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Upon selecting “Confirm Booking,” the reservation will be sent to the employee’s direct 
manager listed in Concur, for review and approval.  

While waiting for approval, the trip will show a note stating who needs to approve the 
trip and the approval deadline.  
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If approved, the trip will go to ticketing and a final itinerary will be provided to the 
traveler via email. If rejected, the traveler will receive an email advising that the trip was 
not approved. 

 

2.2 Reservations by Phone 
Reservations that are called into CI Azumano will still require manager approval. The 
agent will prepare the trip to be booked, then email the manager for approval. If 
approved, the agent will complete the booking, and a final itinerary will be provided to 
the traveler via email.  

2.3 Manager Approval 
Employees should always strive to ensure their assigned manager in Concur is up to 
date. This field can be found under “Profile Settings.”  

Please note: only travel administrators are able to make changes to managers. Please 
contact your agency Travel Coordinator for assistance.  
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3. Managers 
3.1 What to Expect: Managers 
All approving managers will need to have a Concur profile. Please work with your 
agency travel coordinator to have a profile created.  

Managers have two methods to review a trip. Regardless of the method used, an email 
alert will be sent to the manager whenever a new trip is ready for review. Action must 
be taken prior to the approval deadline, which is typically within 24 hours.  

For a hard stop approval: if no action is taken, the trip will be automatically cancelled, 
and the employee will need to rebook and resubmit the trip for review.  

For a passive approval: the trip will proceed to ticketing if no action is taken within the 
ticketing time limit.  

3.2 Approval Via Concur 
All pending trips will be viewable in the “Approval” tab in Concur.  

 

Managers will also see an alert for this on the Concur homepage. On the Approval tab, 
managers will see a list of all trips requiring their review and approval.   
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Upon selecting a trip, the full itinerary will be visible, with options to Approve or Reject 
the trip. The manager will make their choice and follow-up emails for the respective 
choice will be sent out. 
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3.3 Approval Via Email 
Managers also have the option to approve trips via email. When an employee’s trip is 
sent for review and approval, the manager will receive an email prompting them to 
reply either “Approve” or “Reject” to the email. Upon a decision, follow-up emails for 
the respective choice will be sent out. 

It is important to note that Concur will only accept an “Approve” or “Reject” response. 
Any other response will cause errors with the approval process.  

 

3.4 Travel Vacation Reassignment for Managers  
Managers that will be on leave or otherwise unable to review trips must designate a 
back-up manager. The Concur Travel Vacation Reassignment function will allow a 
manager to assign a back-up manager for their time out of the office. The back-up 
manager must also have a Concur profile. While the assignment process is very quick, 
managers are expected to communicate with the back-up manager to ensure they 
are aware of the responsibilities. Before assigning a back-up manager, all currently 
pending trips must be either approved or rejected.  

To access the Travel Vacation Reassignment, select “Profile Settings” in the upper right 
of the Concur homepage. On the settings page, select the Travel Vacation 
Reassignment option. Begin typing in the name of the back-up manager and their 
profile should auto populate. Complete the assignment by clicking Submit. When the 
reassignment is no longer needed, simply return to this screen and remove the 
reassignment.  
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As noted on the Travel Vacation Reassignment page, trips that are currently pending 
approval will not be transferred over to the back-up manager.  

3.5 Best Practices for Managers  
1. Register for a Concur profile.  
2. Use the Concur website or email to view and approve or deny trips submitted by 

direct reports.  
3. Utilize the “Manager’s Checklist” supplemental document before approving, to 

ensure the trip adheres to policy.  
4. Follow-up with employees when trips are rejected. Ensure the rebooking meets 

policy.  
5. If out of the office or unavailable to review trips: 

a. Review all trips currently assigned. These will not transfer to the back-up 
manager. 

b. Assign a back-up manager using Travel Vacation Reassignment. 
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