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1. General Information 
There are two ways a Travel Coordinator can create a profile on Concur: self-
registration or manual registration. 
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2. Self-Registration 
To create the self-registration set-up, you must have an administrative account in 
Concur. Please note: Not all agencies have self-registration set up.  

2.1 Setting up Self-Registration 
Once your agency has requested access to self-registration, the Travel Coordinator will 
receive a document from CI Azumano that will show you how to register. The 
document will look like this.  

 

Once you have logged into Concur, click the 'Home' drop-down menu and choose 
'Company Admin.' 
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Click 'Self-Registration Setup.'  

 

Update all relevant information. Once information is accurate, click the blue 'save' 
button. 
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Your self-registration is now set up; so, you can share the link given to you by CI 
Azumano to have your employees register under your agency.  

 

When you send the link to the new user, they will see your agency specific version of this 
webpage. You will know it is the correct website because the domain will be related to 
your agency. For example, @dgs.ca.gov.  

 

Please note: Travel Coordinators need to approve each self-registration.  
 
 
 

@dgs.ca.gov 
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2.2 Approving Self-Registration 
To approve traveler self-registrations: Click the 'Home' drop-down menu and choose 
'Company Admin.' 

 

On the left side of the 'Company Admin' page, click 'Self-Registration Approval.' 

 

All Pending Registrants will be displayed and are approved by checking the box and 
clicking the blue 'Approve' button. 
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3. Manual 
To manually register users for Concur, you must have an admin account in Concur.  
Once you have logged into Concur, click the 'Home' drop-down menu and choose 
'Company Admin.' 

 

Click 'Add User' and fill in the required information.  

 

The CTE login name should have a domain that is related to your agency – for example, 
@dgs.ca.gov. Make sure the name input matches the photo identification the traveler 
will provide when traveling. An email is also required here. The email entered must be 
your official business email address. 
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If the traveler is also an agency travel coordinator, click 'Travel Administrators.' This will 
give the user permissions to add/modify users, book for guests, and more. This is not to 
be checked for people who are Travel Assistants/Arrangers.  

Do not click the other permissions/checkboxes, as they are not applicable to anyone 
outside of the Statewide Travel Program.  

 

Complete any other information known about the user, including position, manager, 
phone number, and address. The employee will also be able to complete this 
information once they have logged in.  

 

 

Be sure to change any information needed in the default email so it is accurate. Click 
'Save and Notify New User' to send the traveler an email with their log in information.  
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4. Additional Resources 
Travel Coordinator 101 
Statewide Travel Program Training Resources Page  
CI Azumano Webpage  
Concur Login Page  
 

https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Forms/FAQ/Travel-Coordinator-101.pdf
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Concur-Training
https://caltravel.ciazumano.com/
https://www.concursolutions.com/
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