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Getting Started

e CREATE YOUR EGENCIA USER ACCOUNT TODAY email 1 do not delete it!

t [ @ From Subject Received
= G, Walueff RE: Procurement training Fri 3/20,20(
= Kuhn, Beth E. CREATE YOUR EGENCIA USER ACCOUNT TODAY Fri 3720420/
f=a Reese Nehra O RF: Prorurement traininn Fri 3/20/201
e ltcontains important information to create your account in EXPEDIA
e Logging on for first time, use the link in th is Welcome email
From: Kuhn, Beth E. Sent:  Fri 3/20/2009 1:30
Ta: Lepine, Ellen
e
Subject: CREATE YOUR EGENCIA USER ACCOUNT TODAY

Welcome to Egencial

You have been invited to sign up for a user account with Egencia, the University's preferred travel management
company. Below you will find basic information to set-up your account and what's needed need fo get started.

What is Egencia?

Egencia is a full-service travel agency providing you with 24/7 travel agent service and a powerful set of online
tools to plan and book airline tickets, hotel reservations, car rentals, and more. The online tools are user friendly
and logging onto the University site is easy. Special deals (like discounted airport parking you can reserve in
advance) and functionality (like trip templates, custom profiles, currency converters, maps and driving
directions) are offered to meet the needs of the University business traveler.

Setting up Your Account o
Use this link  for

1. To create your account now, visit: your initial  login to
http://www.expediacorporate.com/pub/agent.dll?gscr=newadgpid=ED2410C903D6 Egencia to create

r nt.
2. Click "My Profile" in the menu bar at the top of any page to add your preferences, freq your account

program numbers, and other personal information. I

e We suggest usingyour UDelNetID asyour Egencia User Name

IMPORTANT NOTE i When creating your Egencia account, you must use your

legal name  (no nicknames). Tickets will be issued in this name and must

mat ch your government | D documents (drive
for airline check -in. If the namesd o not match you may have unnecessary

travel difficulties.
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Logging in to EGENCIA after the initial time

« Usethis URL http://www.expediacorporate.com

e Bookmark or make thissitea  Favorite
NIVERSITY or
EGENCIA ™ W )ELWARE
Home Flights Hotels Cars Reporting Destinations Specials

Expedia Corporate Travel is now Egencia

© Expediar ~ EGENCIA

Corporate Travel AN EXPEDIA, INC. COMPANT

QUESTIONSE?

* Having trouble signing in?

- We appreciate your support and look forward to centinuing te serve your
Your privacy is important business travel needs. Click here to find out more about Egencia
to us. Our information

collection and use

Customer support

practices are descnibed  Your member information

in detail in our Privacy

i User Name:
[efen |
Password:

| | Forgot vour user name andlor password?

D Remember my password on this computer (T Learn more

@ sionin

e Enteryour EGENCIA user name and password
e Click Signin

EGENCIA Home Page for University of Delaware:

My Profile  contains
your travel preferences

EGENCIA

AN EXPEDIA INC. COMPANY

[Navigation Bar ]

Home Flights Hotels Cars Reporting Destinations
Welcome, Ellen Sign out
i i Traveler Trip contains
TRAVELER TOOLS Active trips P
Traveler Center Conference in Denver Ellen Lepine

Flight Status
Airport Information
Airport Parking

‘iew more trips...

Specials

My Trifs My Profile C)

Start date

Mar 21, 2008

Currency Converter

Cars Quick Booking Tabs ]

Driving Directions Flights Hotels

Weather

Visa & Passport Inf . ) o
— ® Round trip O one way O Multiple destinations

Departing from:
|Phi|ade|phia, PA (PHL-Philadelphia Intl.)

Visit customer support,
contact us via e-mail,

or call an agent.

Going to:

Depart

/

o [INIVERSITY oF
&Y JEIAWA

stomer =upport

Active Trips  shows both
your booked trips and
trips still being planned

| Dlnclude nearby airportz |mrnf|:|d.ryy | |An'_.rtirne V|

Return

L | Dlnclude nearby airports |mmfdd.ryy | |Any‘tirne v|

[Egencia contact info
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My Profile
have a travel ARRANGER

- the FIRST step T the more information the better

, especially if you will

EGENCIA
=JLLIN 1\
AN EXPEDIA INC. COMPANY

Home Flights Hotels Cars

Reporting

Welcome, Ellen Sign out

Destinations

" NIVERSITY or
IE)EMWARE

Specials
Mg Trips My Profile Justomer support

Click My Profile  on the Home page

e Look at each heading and enter information where

required or needed

User name: ellell

E-mail and notification settings

1. E-mail settings click link to
update your email address for

E-mail address: ellell@udel edu
@Update e-mail and notification settings.

Traveler contact information and preferences

Preferred format: HTML-enhanced e-mail

confirmations and travel updates
(canceled flights, etc.)

.
|

J
GTraveler contact im

Travele
Ellen Lepine's personal information

Sign-in settings

Travel preferences

Hotel

Click personal information
link to enter your phone
numbers, passport info, and
emergency contact (FYI -
mobile phone is critical for

]
]
£]
Ex]
£

/ |

Your password has not been saved for automatic sign

(—}) Change your password.

You are logged in securely.

The information you provide below will only be used to make requests to airlines on your behalf.
Unfortunately, we cannot guarantee that your requests will be honored. Before departure, please
confirm with the airline that your requests have been met.

Hl seating

Aisle / window: Wing:
‘Wmduw V| ‘ Forward of Wing %

H other preferences

Meal:

Special assistance:
‘ None R

travel updates wh
" "

3. Elight , Hotel , and Car and\
preferences - click these links

to enter your frequent flyer
accounts and other loyalty
programs

Note: Rail (Amtrak) booking is
not yet possible with Egencia;
book directly on amtrak.com

Passengers that need special assistance should contact the airline directly.

H Frequent flyer information

Qstead. J
4. Flight Preferences

Add an account

Select a program:
- Select Frequent Flyer Program - v

Enter your seating, meal and
frequent flyer account(s) and
save your entries when done

Frequent flyer number:

My frequent fiyer status qualifies me for preferred seating :
@Add this account

Tip: Frequent fiyer programs may not apply to certain farg, et orto fares.

5. Gobackto Hotel , Car and Rail
links to enter any preferences or a
loyalty programs. More information
will help anyone who arranges travel

[ select an option A

for you!

eAccept these changes and go to Profile Overview.
2w without making changes.

(e.g. Hotel

© 2009 University of Delaware
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Purchase & billing information

Central billing active: Mone

Click a credit card name to review or update numbers, names, or expiration dates. - .
6. Purchase and billing info

Credit cards Biling address Biling phone|  You are required to enter and
[ Personal Mastercard 108 Tanglewood Lane (302) 2321 use your UD Visa Travel Card
MasterCard, Exp: 4/2012 Newark, DE 19711 for UD -related travel expense ~ s.
@Delete selected credit cards. e Add a credit card.
Com Note: You may enter
—— personal credit card(s) for
Depari Supply new credit card information. Y’ t card information is protected by SSL encryption and by booking personal travel
our credit card guarantee. '

Kl Credit card information

Card type:
|\."isa V|
Card number: Expiration date:
[s374777777777777 | o+ [2014] ( \
7. Credit Card - You are required to
Cardholder name (as it appears onthe card) enter and use your UD Visa Travel card
First name:
Ellen | for UD -related travel expense  s.
leopine. | To avoid any confusion with the billing
(Optional) Card description processV please enter a Card
N Travel Card 777/ 4—— descripon wi th this Wdrdi
Note: All forms of payment are verified by our system. Travel Card XXXX (‘) ( X X X X r e p r
B Provide a billing address \ last four digits of your UD Visa card) J
N

Please supply the cardholder's biling address
as listed on the credit card statement.

Country: @ usa O Non USA biling address

Company name (if applicable):

G. Billing address and Phone \

Street: Suite or Apt # - i
| < Enter your exact UD Visa
: | Tr avel card billi
City: State: Zip Code: . I
I | on your credit card billing
Gountry USA statement) and work phone no
Phone number associated with this billing address SaVe yOUI’ entries When you are

Country: Area: Phone # Ext:
R — [— done. )

gjelmaa-opﬂ.on\ &

°Accept these changes and go to Purchase & Billing.

@ Go to Purchase & Billing without making changes.

- Company Setting

Department code: 04004 - Vice President for Finance 2 You selected your UD department
upon your initial logon. If it is
wrong or needs changing, please
contact Beth Kuhn in Procurement
Services (bkuhn@udel.edu).

N

~

Company settings (FYI

J

© 2009 University of Delaware -6 - 11/2/2009
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Arranger list

The following users have permission to arrange travel on your behalf and may view and edit

profile information (max. 10 shown).
Mary Kuhn (bkuhni@udel.edu)

(+) View/update arranger list

Traveler list

9. Arranger list - You may \
enter names of other UD
employees allowed to make
travel arrangements on your
behalf.

Note - These people must first
have accounts in Egencia

\before they can be an Arranger. J

Specify the travelers for whom you will make travel arrangements.

@ Update traveler list

TripController™ authorization

10. (Optional) Traveler list )
this can be skipped for the initial
profile setup. I
you want to book the same trip

You are not currently authorized to approve travel for any user. () How do | change authorization? Qor multiple travelers.

@ View authorized approvers

Other information related to this account

@View your itineraries.
Access your recent saved, active and completed itineraries.

@View YOUr coupons.
You currently have no saved coupons.

@ Update home airport.
Your home airport is Philadelphia, PA (PHL-AIl Airports).

e Update your home address.
Your home address has been saved. (

11 . Home airport i thisis a handy
setting if you primarily fly out of
one airport.

It pre -fills as your departure airport
when booking flights.

2 . Home address
address in case documents need

1 enter your

to be mailed to you.

Congratulations you have completed

© 2009 University of Delaware
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Booking Travel

1. Flights

Home | Flights

Welcome, Ellen Sign out

Traveler Center
Flight Status

Airport Information
Airport Parking
Currency Converter
Driving Directions
Wieather

Visa & Passport Info

Fs kot -
Visit customer support,
contact us via e-mail,

Flights Hotels

Hotels Cars Reporting Destinations

Active trips Traveler Trip containg

Conference in Denver Ellen Lepine

Wiew more trips...

Cars

@ Round trip O One way O Multiple destinations

Departing from: Depart

Specials

Start date

Mar 21, 2008

My Trips My Profile Customer support

add a hotel, car

(Departure /Return \

|Philade||:lhia, PA (PHL-Philadelphia Intl.)

| |:| Include nearby airports |3I23I2EIUIB | | 10:00 AR (% |12 hrz

times - entertime s

Going to: Return

for best results;

flflanyti meo w

|Den'.rer, CO (DEN-All Airports)

or call an agent.
(Airline \

fiNo Preference 0
will not include
Southwest Airlines
T see instructions
on page 11 for

.

| [Jinclude nearby airports |3r2?rzuug | | 10:00 AM W |12 hrs

Target your search

Airline: Airling alliance:

return a sampling of

@g hts

J

|N|:| Preference | | Mo preference

vl (3] Find vour aliance

Clazs: Stops: Connection airport:

|Ecunun'reruach vl |1 or nonstep vl |

| [JRefundable fights onty

After filling in your search

chuding SWA.

Lcriteria, click Search for flights

]
)

@ Search for flights

or view complete roundtrips

Va

Use the Filters, Nearby

» Philadelphia (PHL) to Denver (DEN) Mon Mar 23
Denver (DEN) to Philadelphia (PHL) Fri Mar 27

Mo airline preference, 1 or nonstep, depart 8am - 12 noon, Economy/Coach

airports  and New
search
broaden your search.

tabs to narrow or

Airline Departs

United 9:06 am
Flight 851 - Boeing 757-200

Flight 433 - Boeing 757-200

Philadelphia (PHL)

T (
< At a glance Mearby airports New search
= = -
W = Al B > A DT
All results United US Airways  American Frontier Midwest Delta AirTran
Stops Times (36) Airlines Airlines Airlines Airways
$501 $501 $501 -
AT 5578 total $578 total $578 total VI
1 or nenstop 5420 $420 $420 $420 5433 5501 5501 5501
5500 total $500 total $500 total $500 total $515 total $587 total 5588 total $588 total
All results Search
Best value flight mo
American Airlines 609 Depart 9:45 AM (PHL) Arrive 1:55 PM (DEN) 1 stop $43 8
United 264 Depart 10:04 AM (DEN) Arrive 3:35 PM (PHL) Nonstop flight 3510 total .

Arrives Duration Prices from

$420 ss00 tof

12:48 pm
Denver (DEN)

Shr 42mn
Layowver: Ohr 36mn
Connect in Chicago (ORD)

@ggage fees)
>

| |

s

Ataglance tab
summarize s the
best results by

airline at the top

Note the two $
amounts T they are

base price and total
price (excluding any

Egencia suggests
the best value on

top of the rest of
the results sorted
by price.

L

Once youbve sel

© 2009 University of Delaware
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lhave a coupon. (i) What's a coupon?

Kl select a fare option

Class of service

Economy/Coach Clazs (Q) - PHL:ORD
Economy/Coach Class (W) - ORD:DEN
Economy/Coach Class (W) - DEN:PHL

Fare optionz
(+) Mon-Refundable

Build your own custom fare

Mon 23-Mar-09

Price

Philadelphia (pHL) to Chicago (ORD) 672 mi A!h

Depart 3:45 am Arrive 11:20 am (1,081 km} Fliaht-609

Terminal A, Terminal 3 Duration: 2hr 35mn gnt- Review the flights
EconomyiCoach Clas=(Q), Food For Purchaze, MDC MD&0, 0% on time carefully

Chicago (ORD) to Denver (DEN) 903 mi A!h \

Depart 12:15 pm Arrive 1:55 pm (1,453 km) MY

Terminal 3 Duration: Zhr 40mn Flight:895

Economy/Coach Class(V), Food For Purchase, MDC MOE0, 70% on time

Total distance:1,575 mi (2,535 km)

H Review the rules and restrictions

Total duration: Shr 15mn (8hr 10mn with connections)

» Tickets are nonrefundable. A fee of $150.00 per ticket will be charged for itinerary changes after the

tickets are issued, provided that the booking rules were followed.
Tickets are nontransferable and name changes are not allowed.
Ticket prices include a nonrefundable booking fee.

Please read important information regarding airline liability limitations.

Read an overview of all the rules and restrictions applicable to this fare.

Prices do not include baggage fees or other fees charged directly by the airline.

Read the complete penalty rules for changes and cancellations applicable to this fare.

e

You must check
this box. Please

Select this flight. | have read and accept the rules and restrictions.
(please check the box to continue)

read the rules
and restrictions

>

I

E select your trip

above.

Trip name Created by Traveler

[ &) Conference in Denver  Ellen Lepine

\
@rip: |I}aner, CO March Tri|:|| )
PSSt

] Add more items to this trip?

Ellien Lepine

Trip contains

Start date

Personalize your
trip with a name if
you want.

& Mo thanks, | don't need anything else

O Add another flight
O Add hotel
O Add car

H select a booking option
S ——— .

Book other travel
arrangements if desired
or click Continue to
checkout

Continue to checkout

(—:»)Tempuraril\,r reserve flight

@Save trip and view itinerary

Temporarily reserve flight will hold
your seat, but cannot guarantee the
ticket cost

© 2009 University of Delaware
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A. Booking aFlighton  Southwest Airlines (and comparing to other airlines)

IMPORTANT UPDATE! As of October 2009, booking a flight on Southwest Airlines with

Egencia will be handled differently. You will have the chance to compare and/or book SWA

flights after getting the Egencia search results for the other airlines. A special link will take

you to the SWABIZ (Southwest Airlines Business) website, where you will find UD -discounted
fares as well as their Aweb onlyo fares. You wi
information on the SWABIZ site, not in Egencia.

NOTE - The unique way of booking on SW A is due to their requirement that their
flights/ costs are not shown with otThhese air/|

instructions will show you how:
a. Enter your normal flight request information (airports, dates,etc.)

@' Round trip C‘ One way O WMuttiple destinations

Departing from: Depart
|Philade||:|hiﬂ, PA, (PHL-Philadelphia Intl.} | [ include nearby airports |12.r'23.f2009| |1UZUU AN V|12 hra
Going to: Return
|Denver, CO (DEM-All Airports) | [ include nearby airports |12.-'31.f2009| | 10:00 AM | » |12 hrs

Target your search

<'m_\ Airling alliance:

|Nu Preference ) | | No preference v| (4] Find vour aliance
'\/
Clags: Stops: Connection airport:
| Economy / Coach Vl nonzstop Vl | | |:| Refundable flights only
@ Search for flights
—
~N
b. Airine 71 leave as A No Pr e farac ek Seardh for Flights
Ataglance Filters  Nearbyairports ~ New search
= s
ﬂ?ﬂ W ) A = "nwa. “adiiTran
All results American UNITED Midwest Delta US Airways  Northwest AirTran
Stops Times (22) Airlines Airlines Airways
Monstop
1 or nonstop $31 £33 $367 $367 5368 $368 460 467
3404 totsl 3404 totsl 3443 totsl 3441 totsl 3444 totsl 3444 totsl 3542 total 3551 total
All results Search
< 3
Best value flight more details
American Airlines 1441 Depart 9:00 AM (PHL) Arrive 1:50 PR (DEN) 1 stop $394
UNITED 264 Depart 10:30 AM (DEN) Arrive 410 PM (PHL) Nonstop flight 5483 total

NOTE: | f you d

see the EILXIN |ogo,
sopp | EXEEIE want to book on Southwest Airlifkes? &) Book Philadelphia (PHL) to Denver (DEN)
: then SWA does not fly

to the city pairs
youbdbve chose

) -

Policy v Airline Departs Arrives Duration

: c. After the flight results are returned, scroll down until you see the
R [SWABIZ] |Ogo
d. Click the link inthe EZEXIES section

© 2009 University of Delaware - 10 - 11/2/2009
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This will open the

ELEYTEY website in a new window with your departure and

destination airports, as well as the dates you selected. If you want to narrow the

results by departure times, you will enter them

—* Notice that this

again on the SWABIZ site

is the Univeristy of Delaware site within SWABIZ.

SWABIZ

southwest.com for Business Travel

Leisure Offers

Travel Tools Rapid Rewards®

e University of Delaware Travel Reservation
Con T oae ] wora o sowuan
A
SELECT FLIGHT
/
- - . A ——
Select Departing Flight: Welcome,
Philadelphia, PA to Denver, CO YOUR SWABIZ COMPANY ID
Wﬁle government fees and taxes. 99066590
DEC 7 Try our Low Fare Calendar = Mocity Search
23|24 | 25| 26|/ 27|28 20| 30| 31| 1| 2 Quickly find our lowest fares Grom:
VED THU FR SAT SUN o TUE WVED THU Fit SAT |Philﬂdelphia, PA - PHL |
& Narrow Results To:
[]Nonstop Direct (Mo Plane Change, With Stops) |Denver, €O -DEN |
Return:
Arrive Flight Routing T:-iie:'n.rr;m@ An;::?e W@ |De”ﬂrt City/Round Trip |
= : : Depart:
7:45 am 10:40 am 324 Nonstap 455 O 370 O 350 O 5251 [12iz82008 [ [Anytime v |
Return:
8:05am 12:20 pm  301/1606 changzt%:lanes 6:15 O $370 O $350 O 212 |1Z"3”2UUB | |’c"“'ﬁ"'"e "|
in MDW
Passengers:
11:50 am 2:40 pm 302 Nonstop 4:50 O +370 O +350 O 251 !:g::'i v !.fg::li;rf v
e. Select your departing flight first
f. Note that the fares listed are
e Departing flight ONLY  and do not include fees and taxes
e Total ticket price  is available after you select the returning flight
g. There are three levels of fares with different features and restrictions
e Click one of the fare names to see this comparison chart:
© 2009 University of Delaware - 11 - 11/2/2009



