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EGENCIA  Quick Guide  

 

Getting Started  

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

 

 It contains important information to create your account in EXPEDIA  

 Logging on for first time, use the link in th is Welcome email :  
 

 

 We suggest  using your UDelNet ID  as your Egencia User Name  

 

 

 

 

 

 

 

Use this link  for 

your initial  login to 

Egencia to create 

your account.  

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

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

match your government ID documents (driverôs license or passport) required 

for airline check - in.  If the names d o not match you may have unnecessary 

travel difficulties.   
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  Logging in to EGENCIA  after  the initial  time  
 

 Use this URL http://www.expediacorporate.com  

 Bookmark or make this site a Favorite  

 

 Enter your EGENCIA user name and password  

 Click  Sign in  

 

EGENCIA Home Page for University of Delaware:  

 

Navigation Bar  

Quick Booking Tabs  

Egencia contact info  

My Profile  contains 

your travel preferences  

Active Trips  shows both 

your booked trips and 

trips still being planned  

http://www.expediacorporate.com/
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My Profile  -  the FIRST step  ï the more information the better , especially if you will 

have a travel ARRANGER  

 

Click My Profile  on the Home page  

 Look at each heading and enter information where required or needed  
 

 

 

 

 

 

 

 

 

 

1.  E- mail settings  click link to 

update your email address for 

confirmations and travel updates 

(canceled flights, etc.)  

2. Traveler  contact info é 

Click personal information  

link to enter your  phone 

numbers, passport info, and 

emergency contact (FYI -  

mobile phone is critical for 

travel updates while youôre 

traveling)  

3. Flight , Hotel , and  Car  and  

preferences -  cl ick 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 

instead.  

 

 

4. Flight  Preferences   

Enter your  seating, meal and 

frequent flyer account(s) and 

save your entries when done  

5. Go back to  Hotel , Car  and  Rail  

links to enter any preferences or a 

loyalty programs.  More information 

will help anyone who arranges travel 

for you!  
 

(e.g. Hotel  -  non -smoking or away 
from ice machine)  
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6. Purchase and billing info  

You are required to enter and 

use your UD Visa Travel Card  

for UD - related travel expense s. 
 

 

 

7 . Credit Card  -  You are required to 

enter and use your UD Visa Travel card 

for UD - related travel expense s. 
 

To avoid any confusion with the billing 

process, please enter a card 

description  with this wording: ñUD 

Travel Card xxxx ò (xxxx represents the 

last four digits of your UD Visa card)  
 

Note: You may enter 
personal credit card(s) for 
booking personal travel.  

 

8 . Billing address and Phone  

Enter your exact  UD Visa 

Travel card billing address (itôs 

on your credit card billing 

statement) and work phone no . 
 

Save your entries when you are 

done.  

FYI -  Company Setting   

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).  
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Congratulations you have completed My Profile !  

 

 

 

 

 

 

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.  

10. (Optional) Traveler list ï 

this can be skipped for the initial 

profile setup.  Itôs used when 

you want to book the same trip 

for multiple travelers.  
 

11 . Home airport ï this is a handy 

setting if you primarily fly out of 

one airport.  
 

It pre - fills as your departure airport 

when booking flights.  
 

12 . Home address ï enter your 

address in case documents need 

to be mailed to you.  
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Booking Travel  

1.  Flights  

 

 

 

 

Departure /Return  

times  -  enter time s 

for best results; 

ñanytimeò will only 

return a sampling of 

flights  Airline   
ñNo Preference ò 

will not include 
Southwest Airlines 
ï see instructions 
on page 11 for 
including SWA.  

 

At a glance  tab 
summarize s the 
best  results by 

airline  at the top . 
 

Note the two $ 
amounts ï they are 
base price and total 

price (excluding any 
baggage fees)  

Egencia suggests 
the best value on 
top of the  rest of 

the results sorted 
by price.  

 

Use the  Filters, Nearby 

airports and  New 
search tabs to narrow or 
broaden your search.  

 

Once youôve selected your departure flight you will see the return flight choices . 

 

After filling in your search 
criteria, click  Search for flights   
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You must check 

this box. Please 
read the rules 
and restrictions 
above.  

 

Review the flights 
carefully  

 

Personalize your 
trip with a name if 
you want.  

 

Book other travel 
arrangements if desired 

or click Continue to 
checkout  

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

Save trip and view itinerary  merely 
holds your choices for later booking  
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A.  Booking a Flight on Southwest Airlines (and comparing to other airlines)  
 

 

 
 

 
 
 
 

NOTE -  The unique way  of booking on SW A is due to their requirement that their 
flights/costs are not shown with other airlines on Egenciaôs website.  These  

instructions will show you how:  
 

a.  Enter your normal flight request information (airports, dates,etc.)  
 

 
 

b.  Airline  ï leave  as ñNo Preferenceò  and c lick  Search for Flights  
 

 
 

c.  After the flight results are returned, scroll down until you see the    

 logo  
d.  Click the link in the  section   

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 ñweb onlyò fares.  You will enter your personal and credit card 
information on the SWABIZ site, not in Egencia.  

 

NOTE: If you donôt 

see the  logo, 

then SWA does not fly 

to the city pairs 

youôve chosen. 
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This will open the  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  again on the SWABIZ site . 
 

Notice that this  is the Univeristy of Delaware site within SWABIZ.  
 

 
 

e.  Select your departing flight first  
f.  Note that the fares listed are :   

 Departing flight ONLY and do not include fees and taxes  
 Total ticket price is available after you select the returning flight  

 

g.  Ther e are three levels of fares with different features and restrictions  

 Click one  of the fare names  to see this comparison chart:  
 

          


