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/

Housekeeping

15-minute presentation on 
Virtual Card Numbers 

(VCN)

15-minute Q&A session PowerPoint, Q&A, and 
recording will be shared 

via email after the meeting

Please keep yourself  on 
mute



Agenda

Credit Card Authorization Forms

Communication and Hotel Acceptance

Virtual Card Declines and Disputes

Hotel Receipt Management

Training and Resources 

Questions and Answers (Q&A)



Credit Card Authorization Forms
• While the majority of hotels accept the Conferma credit card authorization 

form, some hotels still require their own credit card authorization form to be 

filled out. Although we hope that eventually all hotels will accept the 

Conferma virtual card program, at this time, they do not.



CI AZUMANO

•CI Azumano is 
proactively reaching 
out to travelers and 
Travel Coordinators if a 
hotel requires their own 
credit card 
authorization form (in 
addition to 
the Conferma                 
authorization form).

TRAVEL COORDINATOR(S)

•If this email is received, 
Travel Coordinators are 
expected to assist 
their travelers with 
obtaining the 16-digit 
virtual card number 
via Conferma Pay to 
complete the hotel’s 
own authorization form.

•If the full virtual card 
details are not 
obtained prior to 
check-out, the traveler 
will be required to use 
their personal credit 
card.

TRAVELER

•Although not required, 
travelers 

are encouraged to 
download 
the Conferma Pay     
mobile app 

to streamline the 
check-in and check-
out experience.

•On the day of check-in, 

the traveler can 

view the full virtual card 

details and 

resend the Conferma

authorization form 

within the Conferma

Pay mobile app.

Credit Card Authorization Forms Cont.



Credit Card Authorization Forms
Communication

• Concur will send the Conferma credit card authorization form to the hotel 
(via email or fax) two different times:

o The initial communication will be sent to the hotel when the hotel 
reservation is completed. *

o The second communication will be sent to the hotel at the time of 
check-in. **

**

*

Image from Conferma SNAP Tool



Steps to Locate Virtual Card Numbers 
• Locate the hotel reservation within the Deployment tab in the Conferma SNAP 

tool.

• Click "Options" then "View in Conferma Online".



Card 
Information
o This page will show the full 

16-digit virtual card 
number and will allow 
you to resend the credit 
card authorization form 
to another email or fax.

o “Copy Card” Feature: This 
feature will allow you to 
reissue another virtual 
card with the same exact 
detail of the current 
deployment you are 
viewing.



Resend 
Payment 
Communication

o Go to “View in Conferma 
Online” and scroll down to 
“Send Payment 
Communication”

o Type in a new email or fax 
in the “Recipient Email or 
Fax Number” field

o Toggle “Override Preferred 
Routing”

o Click “Submit”

o You can view the 
communication history by 
clicking on “View History in 
Communications Hub”



Hotel Acceptance
Hotels that we know do not accept virtual cards or require their own credit card 
authorization form will be indicated in Concur with an important message (as 
shown in the screenshot below). Travelers should avoid using virtual cards at 
these hotels to prevent potential issues at check-in.

Image from Concur Online Booking Tool



Virtual Card Declines and Disputes
• If a virtual card declines, Travel Coordinators will need to contact U.S. Bank to 

investigate the decline, or they can access the decline information directly in 
Access Online.

• CPSPublicSectorClientServices@usbank.com (up to 24-hour response time) 
or immediate assistance by phone at 877-846-9302, option 3 (5 AM to 5 PM 
PST)

• To learn more about how to investigate card declines, view a quick reference 
guide here.

• To learn more about U.S. Bank Access Online, check out our training resources 
page here. 

• To submit a dispute (after attempting to contact the merchant to resolve the 
issue), reach out to U.S. Bank Client Services at 877-846-9302, option 3 (5 AM to 
5 PM PST).

mailto:CPSPublicSectorClientServices@usbank.com
https://learn.adobeconnect.com/declinesquickref/
https://learn.adobeconnect.com/stcatravelprogtraining/


Hotel Receipt Management in 
Conferma SNAP

• The “Documents” section within Conferma SNAP can be used to search and 
view receipts that have been sent by the hotels or manually uploaded. 

• Conferma uses specially designed technology that allows hotels to send 
documents to a unique email address, enabling the system to automatically 
attach the document (hotel receipt) to the corresponding deployment 
within Conferma SNAP.

• The system will send reminders to hotels for 14 days until the hotel submits the 
receipt. After 14 days, the system will stop sending reminders to the hotel, and 
it becomes the agency’s responsibility to reach out to the hotel and/or the 
traveler for the receipt.

• If a hotel refuses to provide a receipt, contact STP for assistance. STP staff will 
do their best to obtain the receipt. 



Training and Resources 

Virtual Payment and Virtual Card Number Resources Statewide Travel Program Frequently Asked Questions 

https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Virtual-Payment-and-Virtual-Card-Number
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/Frequently-Asked-Questions


Q&A

If you have a question, feel free to type it into the chat or "raise your hand" to ask 
your question. Please do not unmute yourself until we have called your name.

We will do our best to answer all questions within the time we have. If we are 
unable to get to your question, we will send a response via the Q&A document.



THANK YOU!

STATEWIDE TRAVEL PROGRAM

An email will be sent with the recording of this meeting, this 
PowerPoint, the Q&A, and a feedback form.
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