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	Department of Transportation

TRAVEL INFORMATION & POLICY

	Subject:

SWABIZ (Southwest Airlines) Reservations Now Available in Concur via the CalTravelStore 
	Number:

	
	TIP 12-002

	
	Date Issued:

	
	 April 27, 2012

	References: 
	Expires:

	Department of General Services, Statewide Travel and Meeting Management Program (STAMMP) 


	Until Rescinded

	Purpose

Overview
SWABIZ
Tickets/Change or Cancel
Roles and Responsibilities
IMPORTANT

24-Hour Time Limit for Approval

	Effective May 1, 2012, flight reservations for Southwest Airlines made through the SWABIZ website will no longer be available.
Southwest Airlines reservations are now available on-line through the CalTravelStore’s Concur Travel Reservation System. All travel reservations require supervisory approval.
One-stop shopping in Concur allows business travelers to plan, book and purchase ticket-less travel on all airlines (including Southwest) with the ability to combine the air, car rental and lodging into one travel reservation making this solution the easiest and most cost efficient method to obtain the lowest fares and comply with travel policies.
Traveling Employees, Travel Assistants, and Approving Managers are required to go online via the CalTravelStore and use  Concur to book and approve all airfare, rental car, and rail reservations for in-state and out-of state business travel. Travelers may choose to reserve lodging in Concur. A personal credit card is required in the traveler’s Concur profile before reserving a hotel in Concur. 
Employees will no longer have access to SWABIZ. Cancelations or changes to flights purchased in SWABIZ prior to May 1st will require the traveler/assistant to login to “Southwest.com” to complete the change or cancel a flight. Note:  Use the same login information used to login to the SWABIZ Traveler Account.  

Travelers are required to compare airfare and choose the most economical flight available that meets business time constraints. Once approved, the traveler will receive an email confirming their manager’s approval. Travelers must ensure approval in Concur before departing on the trip.
When the approving manager is not available to approve the travel, the traveler/traveler assistant must contact the Travel Policy Section to request a redirection of the trip approval request to an available acting manager. 

Managers must approve pending travel requests sent to their e-mail from Concur. Concur sends e-mails notifications when a travel request needs approval to the manager listed on the traveler’s Concur account profile. Managers may also choose to approve travel by logging into their Concur account (Trips Awaiting Approval).
Approving managers may set up an alternate approver in their Concur account when planning to be out of the office (Travel Vacation Reassignment) under the manger’s Concur account “Profile.”  

The CalTravelStore (Concur) MUST receive the approval for all travel reservations. Reservations that include airfare require approval within 24 hours of booking. The CalTravelStore cancels all air reservations without approval after 24 hours has elapsed.


	How to Obtain a Concur Account
Concur User Profile
Cost Coding

Concur

Cancelations or

Changes
Flight Credits
CalTravelStore Service Fees
Phone Numbers


	Employees should contact the Travel Policy Section to request a Concur account. 
Users must complete their Concur account profile before booking travel and ensure that the approving manager appearing on the account is correct. Due to Transportation Security Administration (TSA) requirements, the name on your profile must exactly match your California Driver’s License or other legal identification presented at the airport. Contact the Travel Policy Section to request a name correction or manager update. 
The traveler’s unique cost coding information (Traveler’s Unit number, Project ID, Phase and Reporting code, if applicable) must be on hand to complete a reservation in Concur. Consult with your Resource Manager to acquire appropriate cost coding.

The CalTravelStore requires the on-line cancelation of a reservation booked on-line in Concur. However, to change a reservation booked online in Concur, the CalTravelStore requires the traveler to phone in the change request to a CalTravelStore Agent. 

To use flight credits issued to travelers from tickets purchased in SWABIZ. Input the original flight’s Confirmation number on the “Trip Payment Information” page in Concur when making a future Southwest flight reservation (“Add Ticket Credit”). Note:  Credits expire in one year from the date of credit issuance..  

Flight credits issued from any airline booked in Concur will appear automatically in the traveler’s Concur account. Travelers should use flight credits under the “Trip Payment Information” section when making a new flight reservation. Note:  Credit used must be for the same airline that issued the credit.
To ensure minimal service fees, users should try to create one (1) booking combining the Air, Car and Lodging (if applicable) for an individual trip, thus eliminating additional service fees when booked separately. CalTravelStore services fees are as follows:
· Any type of on-line reservations without Southwest flight- $5

(e.g. combined reservation of United Air flight, plus rental car and hotel)

· Any type of on-line reservations with Southwest flight -  $12

(e.g. combined reservation of Southwest flight, plus rental car and hotel)

Contact the Travel Policy Section at (916) 227-9325 between the hours of
7:00 am - 4:00 pm for general Concur account assistance.

· Contact the CalTravelStore for Agent assistance with change requests or modifications to your travel between the hours of 8:00 am - 5:00 pm at
· (916) 376-3989 or toll-free 1-877-454-8785; 
· CalTravelStore – After Hours Service Emergencies Only: After 5pm, Monday through Friday and all day on weekends (additional service fees apply): 
· (916) 376-3989 (Press 0); or toll free 1-877-454-8785, (Press 0).

	
	


If you have questions regarding this information, please contact Asni Tefera at (916) 227-9325.
To view the detailed department’s travel policies, please visit the Caltrans Travel Guide.
For individuals with sensory disabilities, documents are available in alternate formats. To obtain such services, please

 E-mail katie_kennedy@dot.ca.gov. TTY users may also call (800) 735-2922.
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