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EGENCIA — Personal Travel

Booking personal travel with UD’s Egencia website is permissible for employees and their
immediate families - spouse/child(ren). Payment method must be a personal credit card.

Complete these two steps before booking any travel:
1. Create an Egencia account for each family member at:

https://www.expediacorporate.com/pub/agent.dll?gscr=newa&qpid=ED2410C903D6

(Suggestion: If you have more than one person to add, bookmark this URL to use for the next person.)

2. Update My Profile for each family member

{1. Create Egencia account]

AM EXPEDIA INC. COMPANY

Home Flights Hotels Cars Reporting Destinations Specials

to us. Our information to complete the user account sign up process.
collection and use
practices are described ~ Provide traveler information
in detail in our Privacy
Policy.
First name: Middle name: (optional) Last name:

NIVERSITY or
EGENCIA = Py

Customer support

Your privacy is important  Complete the information below and select 'click here to create this account’ at the bottom of this page

EChristopher ;D ELepine

Tip : Make sure this name matches the user's passport or driver's license to avoid travel delays.

Egencia user name: (4-30 characters)
|clepine |

Password: (8-20 characters)

[eesseese |

;rpe pasgword again:i

Supply e-mail address

Current e-mail address:
|email@whatever.com |

enhancements and information on booking travel.

Enter your company settings

Select your department

| - unassigned - b4

Review your Egencia User Agreement

We'll use this address to confirm your travel purchases or notify you of a reservation change.

[] Receive additional Egencia communications featuring relevant travel news, offers, semvice

s
This is used by your company to track travel purchases by department, cost-center or other catego ﬂ

= —a —a

Enter legal name
Create user name
Create password

=)

Enter your email
address (this works
best for spouse or
child travel
arrangements)

J

Department — leave
as -unassigned -

N\

By continuing on you agree to the following terms and conditions:

Egencia LLC. Services Agreement
(General Terms and Conditions)

A3 a condition of vour use of this Website, you warrant that
(i) wou are at least 18 years of age, (ii) vou possess the
legal authority to create a binding legal obligation, (iii)
yoa Wwill use this Website in accordance with the Terms of Use,
(iv) wvou will only use this Website to make legitimate
reservations for yourself or on behalf of those parties within
your Conmpany for whom you are legally authorized to act, (v¥)
all information supplied by vou on this Website is true,
accurate, current and complete, and (vi) vou will safeguard

@Click here to create this account <+

information on how to access the Egencia site

Mote that account creation may take a minute or two. A confirmation email will be sent with

Il
L

Click link to create
the new Egencia
account
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EGENCIA

AN EXPEDIA INC. COMPANY

Home | Flights | Hotels | GCars

QUESTIONS?

" Having trouble signing in? H
Expedia*

‘Corporate Travel

Your privacy is important
to us. Qur information
collection and use

business travel needs.

Destinations

Expedia Corporate Travel is now Egencia

We appreciate your support and look forward to continuing to =erve your
Click here to find out more about Egencia

. NIVERSITYor
FIAWARE,

Speclals,

Customer =upport

EGENCIA

AN EXPEDIA, INE. COMBANY

family member

practices are described  Your member information

in detail in our Privacy

e User Mame:
|clepine | 1 Sign into Egencia as your
Password:
|-oo|oo.. | Forgot vour user name and/or password?

° Sign in

|:| Remember my password on this computer [ Learn more

2. Update My Profile

~

EGENCIA

AN EXPEDIA INC. COMPANY

Home Flights Hotels Cars

Welcome, Christopher Sign out

3 Flights |2= Hotels

TRAVELER TOOLS

Traveler Center
Flight Status

Airpert Information
Airpert Parking Departing from:

@ Round trip O One way

Destinations

) Muttiple destinations

. NIVERSITY or
[E)EIAWARE

Specials

My Trigzs My Profile Cyktomer support

() Cars

1 Click My Profile

Depart

Currency Converter |

| [ include nearby airports |mmfddrw | |Any‘time vl

Driving Directions
Weather Going to:

Return

iza & Passport Info |

| Dlnclude nearby airports |mmfddr)ry | |Any‘time vl

Vigit customer support,
contact us via e-mail,

Target your search

Airline:

Airling alliance:

or call an agent. |NU Preference

| | Mo preference w | (3] Find vour aliance

Class:

Stops:

Connection airpert:

|Ecun|:lmeruach vl |N|J|Jreferenoe vl |

| [JRefundabe fights only

(3 search for fiiahts




University of Delaware
Procurement Services

User name: clepine

E-mail and notification settings

E-mail address: cl@slspub.com Preferred format: HTML-enhanced e-mail

@Update e-mail and notification settings. ﬁ Personal information —\
click to enter phone

Traveler contact information and preferences numbers, passport, etc.

Traveler Travel preferences 1 FElight, Hotel, Car — enter
e | preferences and

frequent flyer or other
Sign-in settings loyalty program
numbers as needed

Your password has not been saved for automatic sign-in. You are logged in securely.

(®) Change your password. NOTE: Rail - book directly with
Qntrak (Amtrak.com) /

Purchase & billing information |

o~

Central billing active: Mone IMPORTANT! Purchase &

billing information

! Click Add a credit card

1 Enter you personal credit
card information

You have no credit cards on file.

@Add a credit card. <=

Arranger list

The following users have permission to arrange travel on your behalf and may view and edit your travel
profile information (max. 10 shown).

MNo current arrangers

@View.-’u;:_ndate arranger list <
rﬂ Click Travel Arrangers Iink]
Traveler list L

Specify the travelers for whom you will make travel arrangements.

@ Update traveler list

Enter the users who can make travel arrangements on your behalf. These users will have access to your
travel profile.

Arranger:

|Firsmame ||Lasmame | m 1 Enter your own first and
last names

There are no arrangers assigned to your account. 1 Click Add

° Return to Profile Overview
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travel profile.

Enter the users who can make travel arrangements on your behalf. These users will have access to your

Arranger:
Ellen ||Lepine | m
Arrangers Remove
Ellen Lepine (ellell@udel edu) il

° Return to Profile Overview

1 Your name will appear in
the Arrangers list

1 Click Return to Profile
Overview

Repeat the process for additional family members, starting with the URL to create a
new Egencia account:

https://www.expediacorporate.com/pub/agent.dll?gscr=newa&gpid=ED2410C903D6

Booking Personal Travel for Family Members

1. Log in to Egencia as yourself (www.expediacorporate.com)

Home

Welcome, Ellen Sign out

“

ftingrary number;
TRAVELER TOOLS

Traveler Center
Flight Status

Airport Information
Airport Parking
Currency Converter
Driving Directions
Weather

Visa & Pas=sport Info

Flights

Hotels Cars Reporting Destinations

[ Select a traveler 7 Select multiple travelers ]

Specials

(1] Click Select a travelem
to book travel for one

) Ellen Lepine O] |— Choose a traveler —

person

Flights | Hotels Cars

@ Round trip O One way O Muttiple destinations

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

Going to:

| | Dlnclude nearby airports Iﬂnidﬂrw_| Anytime v|

ce

Visit customer support,
contact ug via e-mail,
or call an agent.

Target your search

Airline: Airline alliance:

| [ include nearby airports Iﬂ”idﬂm"_| Anytime |

1 Click Select multiple
travelers to book for
two or more family
members

/

Depart

Return

|Nu Preference | | No preference

vI (3 Find vour aliance

Clazs: Stops: Connection airport:

|Ecnnun‘ry!C|:|ach v| |N|:| plleference v| |

| [] Refundable fiights anly

(3 search for fiights
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When you click Select
multiple travelers, a
window pops up.

1 Select the people who
will be traveling together

Ellen Lepine =elect b . Arrange for ...

Chrigtepher Lepine select

Ho travelers selected

Leah Lepine select
Lepine Guest 2 (GUEST) select b

Lepine Guest 1 (GUEST) select

s =@e olie

Manage vour traveler list...

Ellen Lepine Arrange for ...

# | Christopher Lepine Christopher Lepine remove T The names appear on

ff | Leah Lepine ci@slspub.com the right side

fi | Lepine Guest 2 (GUEST) selectr  Ellen Lepine remove § § Click the green

- elelifudel edu

fi | Lepine Guest 1 (GUEST) select b ARRANGE TRAVEL
Leah Lepine remove

Wanage vour traveler list... | siei@udel =du button

ARRANGE TRAVEL

2. Book travel as usual using Egencia’s navigation bar or icons, ensuring.

|| Home | Flights | Hotels | Gars | Reporting  Destinations  Specials |
Welcome, Ellen Sign out / \
[ ’ﬁ Travelers: Christopher Lepine, Elien Lepine, Leah Lepine ] < ﬂ Travelers at the tOp |iStS
the people whose travel
i"il i Select a traveler "H Select multiple travelers yOU are b00king
tingrary number: ; -:_-(Z-ﬁ-l:i;t-c_r!:llﬁer._I_ei}ine_,l.él-l.f.:n_l_-fféi_nf_:,__l_-eﬁzli_I_ei}jne ﬂ You will book all the
| co [ travelers simultaneously,
. Fiights Um| Hotels  (ms) Cars thus ensuring everyone is
on the same flight
Losss o @ Roundtrip O Oneway () Multiple destinations \ /
Flight Status
Airport Information Departing from: Depart
Airport Parking | | []include nearby airports |mmrdd.l‘yy | |An)flime Vl
Currency Converter
Driving Directions .
Weather Going to: Return
Viea & Pssport o | | [include nearby airports |mmiddryy | | Anytime  »|




