
To create a Traveler Account in SWABIZ with an 

Existing Rapid Rewards Account Number:
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Logon to www.swabiz.com. Click on Book Travel



Click on Login to an existing Traveler Account.

If you do NOT have a Rapid Rewards number, please print-out and follow 
the “SWABIZ Account Info NEW” instructions at http://www.csus.edu/acpy.
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Key in Company ID, your 
Rapid Reward Number and 
then your password.
Click Login
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Your Account Snapshot will appear on the screen.  
Please click on Account Details to update 
i f ti th f ll i
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information on the following pages.



Update your Contact Info as needed.  For ease, you 
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may want to use your credit card billing 
Address and Phone Number.



Under Billing Information - Other IRN, type in your 8-digit 
CMS CCR SpeedType Number and Description. Please 
check with your Department or run the CMS Query 
“SAC8ALL CCR SPEEDTYPE LOOKUP”.
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SAC8ALL_CCR_SPEEDTYPE_LOOKUP .  
Select your Drink Coupons Preference before Saving.



Navigate to “E-Mail Preferences” to edit your Email 
Preferences and provide any Additional Email Addresses
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Preferences and provide any Additional Email Addresses 
you desire before Saving.



Navigate on the left to “Credit Cards”.  
Add your American Express Government Credit Card or other Credit Card
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by clicking on “Add More Credit Cards”.
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Add your American Express Government Credit Card or 
other Credit Card and click the “Next Step” button at 
bottom of page..



Optional – Navigate to “Frequent Trips” to create.  
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Remember to select your credit card and CMS CCR 
SpeedType Number.  Click on Save.



Important Final StepImportant Final Step
• Once your Traveler Account has been updated with Sac y p

State’s Company ID in SWABIZ, you must contact 
Accounts Payable for access to your credit card number 
in order to book reservations with the Department ofin order to book reservations with the Department of 
General Services (DGS) State Discount.

– Pam Elbeck, pelbeck@csus.edu, at 86477
– Carolina Martinez, cmartinez@csus.edu, at 85858
– Accounts Payable Main Line at 86476– Accounts Payable Main Line, at 86476

OR the Director of Accounts Payable & Travel
S J h j h @ d t 86476
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Susan Johnson, sjohns@csus.edu, at 86476


