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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?qscr=newa&gpid=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 

¶ Enter legal name 
¶ Create user name 
¶ Create password 
 

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

 

¶ Department – leave 
as -unassigned - 

¶ Click link to create 
the new Egencia 
account 
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¶ Sign into Egencia as your 
family member 

2. Update My Profile 

¶ Click My Profile 
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¶ Personal information –
click to enter phone 
numbers, passport, etc. 

¶ Flight, Hotel, Car – enter 
preferences and 
frequent flyer or other 
loyalty program 
numbers as needed 

 
NOTE: Rail - book directly with 
Amtrak (Amtrak.com) 

¶ Click Travel Arrangers link 

¶ Enter your own first and 
last names 

¶ Click Add 

IMPORTANT! Purchase & 
billing information 
 

¶ Click Add a credit card 
¶ Enter you personal credit 

card information 



University of Delaware 
Procurement Services 
 

5 
 

 

 
 

Repeat the process for additional family members, starting with the URL to create a 
new Egencia account: 
 
https://www.expediacorporate.com/pub/agent.dll?qscr=newa&gpid=ED2410C903D6 
 
 
 
 
Booking Personal Travel for Family Members 
 

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

 
 
 

¶ Your name will appear in 
the Arrangers list 

¶ Click Return to Profile 
Overview 

¶ Click Select a traveler 
to book travel for one 
person 

¶ Click Select multiple 
travelers to book for 
two or more family 
members 
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2. Book travel as usual using Egencia’s navigation bar or icons, ensuring. 
 

 

¶ When you click Select 
multiple travelers, a 
window pops up. 

¶ Select the people who 
will be traveling together 

¶ The names appear on 
the right side 

¶ Click the green 
ARRANGE TRAVEL 
button 

¶ Travelers at the top lists 
the people whose travel 
you are booking 

¶ You will book all the 
travelers simultaneously, 
thus ensuring everyone is 
on the same flight 

 


